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Constance  King  Cowardin 


Petitions  from  school  secretaries  throughout  the  country  were  presented  by 
Miss  Alvina  Carroll,  who  is  a  member  of  Miss  Mildred  Farner’s  committee,  to  Dr. 
Willard  E.  Givens.  We  are  delighted  to  know  that  your  widespread  interest  in 
having  the  National  Association  of  School  Secretaries  become  a  department  secured 
many  more  signatures  than  were  necessary  according  to  the  N.E.A.  By-Laws  gov¬ 
erning  regulations  for  the  admission  of  departments.  The  matter  was  considered 
favorably  by  the  N.E.A.  Executive  Committee  and  acted  upon  by  the  Board  of 
Directors  which  met  in  Chicago.  The  Board  of  Directors  has  recommended  to  the 
Representative  Assembly  that  the  application  of  the  National  Association  of  School 
Secretaries  to  become  a  department  of  the  N.E.A.  be  acted  upon  at  the  next  meet¬ 
ing.  This  meeting  will  be  in  Buffalo,  New  York,  from  June  30  to  July  7.  Our 
N.A.S.S.  executive  board  will  plan  to  meet  as  near  the  time  and  place  chosen  by 
the  N.E.A.  Representative  Assembly  as  seems  practical.  We  shall  want  to  get  first 
hand  reports  of  the  action  of  the  Assembly  on  our  petition. 

Mrs.  Alice  Teegarden,  who  has  been  Historian  for  the  National  Association  of 
School  Secretaries  for  several  years,  has  resigned  from  school  work.  Moving  from 
Dayton,  Ohio,  to  Dallas,  Texas,  and  going  from  school  work  into  business  was  a 
difficult  step  to  take.  She  writes:  “It’s  hard  to  leave  you  all  and  I  appreciate  your 
friendship  more  than  words  can  express.”  Her  work  as  Historian  will  be  taken 
over  by  Miss  Betty  Zimmerman,  past  president,  who  will  continue  the  work  of 
keeping  our  scrap  book.  Be  sure  to  send  Miss  Zimmerman  all  data,  newspaper 
clippings,  etc.,  which  may  contribute  to  the  complete  records  of  our  Association. 
Collections  from  Mrs.  Virginia  Halsey  and  Miss  Dorothy  Abbott  have  already  been  j 
received.  These  will  help  fill  out  the  early  history  in  our  scrap  books. 

Miss  Eleanor  Dearden  has  continued  her  work  with  the  Professional  Study 
C«)mmittee  at  the  invitation  of  Miss  Flo  Garretson,  chairman,  and  these  two  have 
contributed  an  article  for  this  issue  which  will  interest  each  of  you.  Many  of  our 
members  have  attended  Workshops  and  one-day  Institutes  during  the  past  year. 
Two  menibers  of  our  executive  board  attended  the  institute  at  Purdue  University 
Gradually  the  idea  is  taking  hold  throughout  the  country  that  school  secretaries 
have  much  to  learn  and  much  to  offer  for  the  general  improvement  of  the  position 
of  school  secretary.  To  become  good  “windows  of  the  school  systems”,  we  must 
keep  our  vision  clear. 

Under  the  chairmanship  of  Miss  Mildred  Farner,  the  nominating  committee  is 
being  formed  to  present  a  slate  to  you  for  the  election  of  a  President,  Third  Vice 
President,  Corresponding  Secretary,  Treasurer  and  two  Executive  Board  Members. 
\s  you  know,  these  officers  will  be  elected  for  a  two-year  term  and  different  offices 
will  be  filled  next  year  also  for  a  two-year  term.  In  this  way,  you  will  always 
have  some  new  and  some  experienced  persons  on  your  executive  board. 

(Continued  on  Page  8) 
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Genuine  Ditto  co-ordinated  supplies 
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Editor^ s  Page 


Katherine  E.  Mitchell,  Editor 


Margaret  Kleiser  Woodtide,  Asaiatant  Edlg 

Happy  New  Year!  May  the  year  1946  see  the  growth  of  our  Asi| 
ciation  extend  into  every  city  and  state  in  the  country.  May  we  cofr 
tinue  to  achieve  the  recognition  that  the  position  of  School  Secretig 
so  justly  deserves.  Let’s  become  better  acquainted  with  our  feUw 
secretaries  in  surrounding  school  districts  and  in  our  state  so  we  roi| 
share  our  problems  and  work  together  in  a  fine  friendly  spirit  to  accon 
plish  our  aims  and  ideals.  Such  cooperation  could  not  fail  to  spur  ov 
National  Association  on  to  greater  heights. 

Membership  is  the  life  of  any  organization.  It  requires  hard  w(m4 


We  are  sure  you  will  keep  your  faith  and  enthusiasm  in  your  poEl- 
tion  as  school  secretary  if  you  will  remember  the  following: 


Our  Association  is  a  group  of  individuals  working  together  for  the 
benefit  of  all  of  us. 

It  can  be  a  strong,  vigorous,  progressive  organization  only  if  YOC 
make  it  that  way  by  YOUR  support. 


Remember  you  are  giving  you,r  best  to  the  future  builders  of 
America  and  Democracy — the  school  children  of  America. 

You  are  rewarded  in  many  ways  for  your  daily  countless  tasks  whei 
you  contribute  and  play  an  important  part  in  guidance  and  in  th* 
teaching  of  the  fundamentals  of  life — fair  play,  open  mindedneH 
sympathetic  understanding,  patience,  truthfulness  and  happiness. 
The  need  for  unity  of  purpose  is  greater  than  ever. 


GRADUATION  INVITATIONS  . . . 

DIPLOMAS  AND  CERTIFICATES 
DANCE,  RECEPTION  AND  VISITING  CARDS 
ENGRAVED  STATIONERY  FOR  SCHOOLS  AND  COLLEGES 
Write  for  eatnples  and  pricee 

J.  P.  STEVENS  ENGRAVING  CO.,  Atlanta  3,  Georgia 
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THE  PRESIDENT’S  MESSAGE 

(Continued  from  Page  2) 

Miss  Mary  Bowers  writes  that  the  response  to  the  request  for  names  to  vhoi 
The  National  Secretary  should  be  sent  by  the  Public  Relations  Committee  has  bte 
most  gratifying.  As  a  matter  of  fact,  the  list  is  so  long  that  for  reasons  involvii] 
finances,  we  have  had  to  use  part  of  the  list  each  issue.  Due  to  the  number  d 
varied  activities  in  which  our  members  have  participated,  it  is  possible  that  son 
of  us  may  receive  two  copies  of  The  National  Secretary.  Undoubtedly  it  is  unneea 
sary  to  point  out  that  sharing  your  extra  copy  with  some  non-member  of  th 
National  Association  of  School  Secretaries  will  be  your  contribution  to  our  progru 
for  improved  public  relations. 

ADVERTISING 

We  wish  to  express  our  appreciation  to  our  advertisers.  THE 
NATIONAL  SECRETARY  is  the  Staff  of  Life  in  the  Association  be¬ 
cause  it  travels  to  remote  and  distant  parts  of  the  Nation,  keeping  its 
members  informed  of  the  iniproved  status  and  merited  recogrnition  of 
the  position  of  school  secretary. 

It  is  the  duty  and  pleasure  of  every  secretary  to  patronize  our  adver¬ 
tisers,  extend  extra  courtesies  to  their  representatives  and  talk  intelli¬ 
gently  about  their  products.  In  this  way  we  would  let  them  know  that 
their  advertisements  in  THE  NATIONAL  SECRETARY  pay  large  divi¬ 
dends.  When  you  patronize  our  advertisers,  be  sure  to  mention  tlh 
magazine. 

ADVERTISING  RATES 

1.  Two  entire  pages,  middle,  9%"  x  7%" . $60.00 

2.  An  entire  page,  outside  back  cover,  4%"  x  7%" .  30.00 

3.  An  entire  page,  4%"  x  7\"  .  25.00 

4.  A  half  page,  4%"  x  3%"  or  214"  x  7%" .  15.00 

8.  A  quarter  page,  2%"  x  3%". . .  10.00 

A  reduction  of  $5.00  is  given  if  you  wish  to  give  us  your  order  for  the  three  issues 
(October,  February  and  May). 
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A  Busy  Young  Woman 

THE  SCHOOL  SECRETARY 

By  Helen  R.  Nowrey 

“The  employer  knows  very  well  that  his  effectiveness  can  be  most  quickly  and 
surely  multiplied  if  he  has  a  secretary  who  is  able  to  free  him  for  responsibilities 
that  require  executive  attention.”*  Perhaps  in  no  secretarial  position  is  this  more 
true  than  that  of  the  school  secretary.  For  example,  let  us  consider  a  typical 
school,  in  a  community  of  6000,  whose  school  enrollment  is  1400  (%  of  the  high 
school  pupils  are  transported  from  surrounding  districts),  a  teaching  staff  of  56, 
and  other  employees  numbering  14,  of  whom  three  are  secretaries.  One  secretary 
urorks  entirely  in  the  elementary  school,  where  the  work  is  almost  entirely  of  a 
clerical  nature;  one  secretary  is  located  in  the  office  of  the  high  school  principal, 
and  here  there  are  scores  of  routine,  but  vital,  matters  that  must  be  linked  together 
for  the  efficient  operation  of  the  high  school,  as  well  as  the  innumerable  tasks  out¬ 
side  of  the  routine  duties.  The  third  secretary  is  known  as  “secretary  to  the  super¬ 
vising  principal,”  and  it  is  this  position  which  is  discussed  in  the  paragraphs  which 
follow. 

It  has  been  said  that  the  secretary  in  the  supervising  principal’s  office  is  more 
an  office  manager  than  a  personal  secretary.  As  in  all  school  offices,  the  secretary 
•‘must  understand  the  philosophy  of  education  in  the  school  system,  and  of  her 
administrator,  for  without  this  understanding  she  cannot  deal  efficiently  with  the 
community.”*  The  wise  supervising  principal,  therefore,  keeps  no  secrets  from  his 
secretary,  for  he  realizes  that  she  has  the  ability  to  accept  responsibility,  and  to 
keep  confidential  matters  as  such.  A  lack  of  confidence  in  one’s  secretary  can 
result  in  only  one  thing — a  corresponding  lack  of  confidence  in  one’s  employer,  and 
in  no  business  is  this  more  disastrous  than  in  a  school,  particularly  in  the  adminis¬ 
trative  office  where  the  policies  set  forth  by  the  board  of  education  are  worked  out 
with  the  tact  and  efficiency  that  will  “keep  everybody  happy.” 

The  Duties  are  Varied 

In  many  schools,  the  duties  of  the  secretary  in  the  supervising  principal’s  office 
are  varied.  In  addition  to  the  secretarial  duties,  there  is  board  of  education  work 
to  be  done  for  the  district  clerk,  and  the  treasury  to  be  kept  for  all  internal  school 
accounts.  The  following  chart  illustrates  the  relative  amount  of  time  spent  on 
each  classification: 


Administrative  duties  include  records,  reports,  requisitions,  and  general  busi¬ 
ness  administration,  which  are  handled  by  the  secretary  without  supervision.  Whik 
reports  themselves  are  often  quite  simple  to  complete,  the  matter  of  locating  and 
keeping  available  at  all  times  the  information  necessary  for  such  reports  is  the 
most  important  factor.  Teachers  are  likely  to  be  critical  of  the  fact  that  numerou 
questionnaires  are  given  to  them  to  complete,  and  it  takes  a  great  deal  of  tact  to 
keep  all  records  up  to  date  with  as  little  friction  as  possible,  and  this  is  the  secre¬ 
tary’s  job.  In  the  administrative  office,  records  are  kept  of  teachers’  salariei, 
qualifications  (education  and  experience),  addresses,  absences,  and  countless  other 
details.  The  matter  of  supplies  and  equipment  is  no  small  task,  even  for  a  school 
system  of  only  1400  pupils.  For  the  following  list  of  items  there  are  inventor; 
cards,  yearly  requisitions  from  which  estimates  are  prepared  and  orders  placed, 
as  well  as  current  requisitions  during  the  year  from  the  staff : 

SUPPLIES 

Art 

Janitors 

Library 

General  School  supplies 
Science 

Manual  training  (shop,  home  economics,  mechanical  drawing) 

BOOKS 

Textbooks 

Supplementary 

Library 

Magazines 

EQUIPMENT 

Repair  and  replacement  items 

Physical  education 

Maps 

Manual  training 

Of  Reports,  There  is  no  End 

Some  of  the  above  contain  comparatively  few  items,  perhaps  twenty  or  thirty, 
but  others  contain  several  hundred  miscellaneous  items  all  of  which,  to  the  teacher 
and  the  pupil,  are  equally  important  and  must  be  available  when  needed.  Reports 
are  numerous,  and  include  not  only  state  and  national  reports  of  attendance,  enroll¬ 
ment,  finances,  information  in  regard  to  the  staff  and  pupils,  but  also  reports  to 
the  local  board  of  education  of  internal  school  affairs  such  as  treasury,  cafeteria, 
attendance,  enrollment,  progress  of  pupils,  and  educational  surveys.  The  issuance 
of  approximately  200  employment  certificates  to  pupils  under  18  who  secure  tem¬ 
porary  or  permanent  work  is  also  handled  in  the  administrative  office.  The  general 
duties  under  this  category  include  distribution  of  salary  checks,  mimeographing, 
duplicating,  securing  substitute  teachers,  and  maintaining  files  that  will  make  the 
task  of  research  a  pleasure  rather  than  an  ordeal  to  be  dreaded. 

Many  small  school  districts  have  part-time  district  clerks.  This  means  that 
a  great  deal  of  the  work  of  the  board  of  education  is  done  in  the  supervising 
principal’s  office.  All  orders  are  prepared,  incoming  supplies  are  checked,  billa 
checked  and  classified,  and  the  accompanying  records,  reports,  and  correspondence 
are  a  part  of  this  assignment.  Tuition  bills  are  prepared,  as  well  as  an  annual 
report  of  individual  pupil  attendance.  The  annual  school  budget  for  the  district 
has  a  great  deal  more  behind  it  than  meets  the  eye,  and  many  of  the  statistics 
that  go  into  the  making  of  it  come  from  the  supervising  principal’s  office. 
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An  internal  school  accounting  system,  whereby  all  money  is  kept  in  a  central 
treasury,  and  all  bills  are  paid  by  check,  takes  more  time  than  the  average  layman 
irould  imagine.  The  amount  of  money  handled  in  a  year  may  reach  only  $40,000 
in  receipts,  and  $35,000  in  payments,  but  often  the  amount  in  any  one  transaction 
may  be  only  one  or  two  dollars.  Student  treasurers,  with  the  approval  of  advisers, 
keep  the  individual  accounts,  and  bring  in  receipts  and  orders  for  payments,  but 
their  books  must  be  verified  with  those  of  the  treasurer,  and  many  conferences  are 
lometimes  necessary.  Then,  too,  there  is  the  matter  of  the  bookkeeping,  filing, 
reconciling  of  bank  statements,  and  having  (at  a  minute’s  notice)  the  balance  in 
some  forty  or  fifty  accounts. 

Every  Taxpayer  it  an  “Employer” 

In  a  school  office,  the  telephone  calls  are  constant  interruptions  at  the  most 
inopportune  times.  However,  here,  as  perhaps  nowhere  else  in  the  business  world, 
courtesy  is  of  the  utmost  importance.  After  all,  every  parent  is  a  “customer,” 
every  taxpayer  is  an  “employer”  .  .  .  and  the  business  calls  are  in  addition.  Many 
people  look  to  a  school  office  as  an  “information  bureau”  .  .  .  and  more  than  once 
a  school  secretary  is  called  upon  to  look  in  the  encyclopedia  for  a  bit  of  information 
that  is  requested,  to  say  nothing  of  minute  books  and  registers  dating  back  twenty 
or  thirty  years.  Courtesy  takes  time  .  .  .  but  it  is  one  of  the  important  factors  in 
the  telephone  calls  to  and  from  a  school  office. 

There  is  a  certain  amount  of  “service,”  clerical  and  advisory,  expected  from 
the  secretary.  Time  is  consumed  by  interruptions  in  routine  to  answer  questions, 
pve  opinions  and  assistance,  but  the  reward  is  the  saving  of  valuable  time  for  the 
supervising  principal,  and  the  cooperation  and  appreciation  that  will  be  shown  by 
the  teachers  and  other  employees  as  a  result.  1  This  is  a  part  of  the  job  that  pays 
big  dividends.  Many  problems  are  brought  to  the  office  that  place  upon  the  secre¬ 
tary  a  great  responsibility,  for  one  must  see  the  viewpoint  of  the  teacher  or 
employee,  but  also  that  of  the  board  of  education  and  the  administration.  There 
are  many  “little”  things  that  pass  unnoticed  in  the  day’s  work — and  the  greatest 
satisfaction  comes  from  being  able  to  help  someone  because  of  years  of  experience 
with  similar  situations.  To  handle  these  problems  without  betraying  the  confidence 
of  anyone  is  perhaps  the  greatest  responsibility. 

Questions  are  sometimes  asked  as  to  whether  there  is  any  work  to  be  done 
during  the  summer  in  a  school  office.  It  should  be  remembered  that  the  secretarial 
work  continues  during  the  summer,  and  that  there  are  many  orders  to  be  filled,  with 
resultant  checking  of  books,  supplies,  etc.  Then,  too,  the  work  of  the  high  school 
office  is  considerably  more  than  enough  for  one  secretary,  and  the  secretary  in  the 
supervising  principal’s  office  assists  with  this  work  which,  during  the  summer,  means 
scheduling  pupils’  cards  for  the  coming  year,  preparation  of  class  lists,  and  during 
the  school  year  there  are  many  emergencies  in  which  the  combined  efforts  are 
necessary. 

A  Day’s  and  a  Year’s  Cycle 

There  is  no  typical  day  in  a  supervising  principal’s  office,  but  an  average  day 
■oi^ht  go  something  like  this:  secure  substitutes  for  teachers  who  are  ill,  assist  in 
high  school  office  with  absence  and  tardy  slips  for  pupils,  dictation  and  transcription 
of  letters,  receive  money  for  deposit  from  student  treasurers,  make  out  necessary 
checks,  mimeographing,  duplicating,  filing,  and  special  work  depending  upon  the 
demand — all  interrupted  periodically  by  telephone  calls.  The  special  work  men¬ 
tioned  might  include  one  of  the  duties  that  occur  monthly  (cafeteria  statement, 
treasury  report,  statistical  report,  supervising  principal’s  report  to  the  board  of 
education,  listing  of  bills  approved  for  payment  by  the  board  of  education,  report 
of  absences  and  substitutes,  distribution  St  salary  checks,  etc.)  or  those  that  occur 
only  once  or  twice  during  the  year. 


The  cycle  of  the  school  year  goes  something  like  this;  opening  school  detaili, 
changing  schedules,  enrollment  reports,  textbook  orders,  revision  of  records,  ag^ 
grade  table,  teacher  load  report,  report  to  the  county  superintendent,  tuition  billi, 
salary  reports,  budget  data,  examinations,  end  of  term  details,  inventories,  supply 
lists,  annual  reports  on  teachers  and  pupils,  diploma  names  and  courses,  tuition 
bills,  requisitions  for  supplementary  books,  magazines,  maps,  etc.,  contracts  for 
teachers,  new  teachers,  closing  school  details,  commencement,  examinations,  reporti 
(many  of  them!),  textbook  orders,  supply  orders,  registers,  schedule  cards,  cheek 
and  stamp  and  number  textbooks,  class  lists  and  home-room  lists,  rebound  books, 
forms,  notices,  locks,  mimeographing,  notices  to  teachers  and  districts,  school  calen¬ 
dars — and  then  it  starts  all  over  again! 

In  general,  one  can  say  that  office  employees  in  schools  are  responsible  to  more 
than  one  employer,  for  they  are  really  “public  servants"  to  the  board  of  education, 
the  administration,  the  faculty,  the  janitors,  pupils,  parents,  and  many  citizens. 
Schools  are  complicated  businesses,  and  instead  of  having  departments  in  charge 
of  various  activities,  dll  are  centered  in  the  central  offices.  There  is  a  wealth  of 
information  that  the  secretary  must  have  at  her  finger  tips,  for  without  this  knowl¬ 
edge  the  amount  of  work  would  be  greatly  increased.  Just  as  methods  in  education 
and  business  change  from  time  to  time,  the  office  procedure  changes.  Revisions  art 
accomplished  quietly  in  many  cases,  and  no  one  realizes  that  things  have  changed. 
It  is  a  fascinating  job,  but  one  in  which  an  attitude  of  friendliness  must  be  com¬ 
bined  with  a  degree  of  firmness  in  the  matter  of  records  and  regulations,  and  tact 
and  accuracy  work  very  well  together  in  securing  the  respect  and  cooperation  that 
mean  so  much  to  the  secretary. 

*  SecreUr)’  to  Mr.  Clyde  Vi.  Slocum,  Supervising  I’rineiiial  of  Srhnols,  lladdnn  Heights,  N.  J. 

■  Krederick  G.  Nichols,  in  "Secretarial  Efllcienoy.” 

’  Paul  It.  Jone.s,  supervising  prinripal.  Palmyra,  N.  J. 

Ueprint  from  the  .\tnerican  School  ISuard  Journal.  September.  1915,  by  kind  per¬ 
mission  of  the  Kditors.  Wm.  Geortre  rtriiee  and  Wm.  C.  Bruce. 


MENTAL  ATTITUDE 

By  Elbert  Hubbard 

Success  is  in  the  blood.  There  are  men  whom  Fate  can  never  keep  down— 
they  march  jauntily  forward,  and  take  by  divine  right  the  best  of  everything  that 
earth  affords.  They  do  not  lie  in  wait,  nor  scheme,  nor  fawn,  nor  seek  to  adapt 
their  sails  to  catch  the  breeze  of  popular  favor.  Still,  they  are  ever  alert  and  alive 
to  any  good  that  may  come  their  way,  and  when  it  comes  they  simply  appropriate 
it,  and,  tarrying  not,  move  steadily  on. 

Do  not  fear  being  misunderstood;  and  never  waste  a  minute  thinking  about 
your  enemies.  Try  to  fix  firmly  in  your  own  mind  what  you  would  like  to  do,  and 
then  without  violence  of  direction  you  will  move  straight  to  the  goal.  Fear  is  the 
rock  on  which  we  split,  and  hate  is  the  shoal  on  which  many  a  bark  is  stranded. 
When  we  are  fearful,  the  judgment  is  as  unreliable  as  the  compass  of  a  ship  whose 
hold  is  full  of  iron  ore;  when  we  hate,  we  have  unshipped  the  rudder;  and  if  we 
stop  to  meditate  on  what  the  gossips  say,  we  have  allowed  a  hawser  to  befoul 
the  screw. 

Keep  your  mind  on  the  great  and  splendid  thing  you  would  like  to  do;  and 
then,  as  the  days  go  gliding  by,  you  will  find  yourself  unconsciously  seizing  upon 
the  opportunities  that  are  required  for  the  fulfillment  of  your  desire,  just  as  the 
coral  insect  takes  from  the  running  tide  the  elements  that  it  needs.  Picture  in 
your  mind  the  able,  earnest,  useful  pers^  you  desire  to  be,  and  the  though  you 
hold  is  hourly  transforming  you  into  that  particular  individual.  Thought  is  supreme. 
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HEALTH,  ACCIDENT  and 
HOSPITAL  PROTECTION 

$37.50  per  week,  anytime  during  entire  year,  when 
Hospitalized  by  accident  or  sickness — $5.35  each  day 
Limit  Eight  Weeks 

Repeated  Hospitalization  Possible  During  Any  Year 
Every  Disease  and  Accident  Covered 

The  new  “Peerless-Hospital”  Certificate, 
also  provides,  when  not  Hospitalized — 

Weekly  Benefits  . . .  $25.00 

(Sickness,  Accident,  Quarantine) 

Medical  Fee,  up  to . .  25.00 

(For  Non-Disabling  Injuries) 

Special  Travel  Fee,  up  to . .  50.00 

(Expense  of  Notifying  Friends) ' 

Loss  of  Life  . $1000  to  1500 

Loss  of  Hands,  Eyes,  or  Feet  .  1000  to  1500 
Loss  of  Hand,  or  Eye,  or  Foot  .  500  to  750 

All  of  the  Above  Protection  at  an  Annual  Cost  of 
only  $34.00.  ‘ 

TEACHERS  PROTECTIVE  UNION 

Home  Office:  T.  P.  U.  Building,  Lancaster,  Pa. 

A  Fraternal  Benefit  Society  for  Teachers 
CLERICAL  ASSISTANTS  ARE  ELIGIBLE  TO  MEMBERSHIP 
$338,761.42  paid  in  benefits  to.  Members  in  1943 
Over  SIX  MILLION  Dollars  paid  since  Organization — 1912. 

T.  P.  U.  WILL  PAY  UP  TO  $5.00 

For  a  limited  time,  to  any  member,  for  each  new  member  secured 
under  P.  H.  Certificate  covering  every  type  of  disease  and  accident 
with  $5.35  for  each  day  spent  in  any  hospital. 

TEACHERS  PROTECTIVE  UNION,  T.  P.  U.  BUILDING 
Lancaster,  Pa. 


T.  P.  U. 
PROTECTS 

Before 

Hospitalized 

When 

Hospitalized 

After 

Hospitalized 
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COMMITTEE  ON  ELECTIONS 


In  order  that  every  member  of  the  Na¬ 
tional  Association  of  School  Secretaries 
may  feel  that  she  has  a  part  in  the  nomi¬ 
nation  of  candidates  for  the  various 
offices,  I  am  asking  that  each  and  every 
one  of  you,  who  so  desires,  to  send  me 
your  suggestions  as  to  candidates  for  the 
various  offices  that  are  to  be  filled. 

The  Committee  on  Elections  will  give 
all  suggestions  careful  consideration  as 
to  qualifications  and  the  two  most  de¬ 
serving  for  each  vacancy  will  be  nomi¬ 
nated  and  their  names  appear  upon  the 
ballot  which  will  be  sent  to  the  member¬ 
ship  for  voting  sometime  in  May. 

Officers  to  be  elected  this  year  are: 
President,  Third  Vice-President,  Corres¬ 
ponding  Secretary,  Treasurer,  and  two 
Executive  Board  members. 

The  following  incumbents  are  eligible 
for  re-election: 

Constance  King  Cowardin,  President 

Katherine  E.  Mitchell,  Vice-President 

Mary  E.  Bowers,  Executive  Board 
Member 

Florence  Garretson,  Executive  Board 
Member 

Sara  Milner  (Corresponding  Secretary) , 
Edna  Atkinson  (Treasurer)  who  have 
very  faithfully  served  our  organization 
for  two  consecutive  terms  are  not  eligible 
for  re-election.  However,  they  may  be 
nominated  as  candidates  for  another 
office.  Our  constitution  does  not  prevent 
election  of  an  officer  whose  term  has  not 
expired  to  a  different  office,  and  they 
may  hold  one  office  for  two  terms. 

It  has  not  been  possible  to  become 
acquainted  with  members  during  the  past 
few  years  due  to  the  fact  that  we  have 
not  been  able  to  have  a  national  conven¬ 
tion.  Local  and  state  associations  can 
be  of  much  help  to  the  Committee  on 
Elections  by  suggesting  outstanding 
members  of  their  group  as  candidates 
for  offices  in  the  National  Association. 


The  nomination  and  election  of  officen 
provides  an  opportunity  for  each  and 
every  one  of  you  to  participate  in  thi 
affairs  of  the  National  Association  n 
won’t  you  please  take  a  few  minutii 
today  and  send  me  your  suggestions? 

I  believe  you  are  all  aware  of  the  fact 
that  we  endeavor  to  have  all  sections  of 
the  country  represented,  therefore,  this 
should  be  kept  in  mind  when  sending  in 
your  suggestions. 

The  Committee  on  Elections  will  make 
a  sincere  effort  to  present  a  ballot  of 
candidates  who  will  be  best  qualified  to 
represent  the  National  Association  of 
School  Secretaries. 

Mildred  Farner,  Chairman 
Committee  on  Elections 

P.  0.  Box  28 
Findlay,  Ohio 

Sergeant:  “Why  is  it  important  not  to 
lose  your  head  in  an  attack?” 

Recruit:  “Because  that  would  leave  no 
place  to  put  your  helmet.” 


Music  Seivice 

Publications 

FAY  BAND  METHOD,  Simple,  preotleal  and 

thoreugh.  14  Bookt  . ea.  75c 

— Teaoher'a  Manual,  $1.50. 

FAY  STRING  METHOD.  Newest  manner  of 

procedure.  4  Books  .  ea.  75o 

— Manual  including  Piano  aoo.,  $1.50. 

SAVOY  BAND  BOOK.  Gilbert  A  Sullivan 

favorites.  25  Books .  ea.  35c 

—Complete  score,  75c. 

SAVOY  BAND  LIBRARY,  17  numbers,  each 

complete  with  score  . 75o 

Double  numbers  with  score  .  $1 

FESTAL  PROCESSION,  March  of  Dignity 
by  Cross.  Arr  by  Mayhew  Lake.  For  band 
and  orchestra. 

TEMPO  Dl  BALLO.  Scarlatti.  Arr.  by  A.  H. 
Brandenburg.  For  3  Clarinets. 

Send  for  FREE  COPIES.  Also  FREE 
PHONOGRAPH.  RECORD  CATALOG  XX. 

Music  Seivice  Piess 

1166  Sixth  Avenue,  N.Y.C.  19 
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THE  READER’S  DIGEST 

Leading  educators  throughout  the  nation  agree  that  the  School 
Edition  of  THE  READER’S  DIGEST,  with  its  statistically  proved 
teaching  aids,  is  one  of  the  most  valuable  of  modern  educational 
publications. 

The  Representatives  of  the  Educational  Department  of  The 
Reader’s  Digest  deeply  appreciate  the  many  courtesies  that  School 
Secretaries  throughout  the  nation  have  shown  them,  and  hereby 
I  express  to  those  School  Secretaries  their  warmest  thanks. 

!  EDUCATIONAL  DEPARTMENT 

I  The  Reader’s  Digest  ^ 

353  Fourth  Avenue,  New  York  10,  N.  Y. 
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THE  SUPERINTENDENT  HAS 
PRACTICALLY  NOTHING 
TO  DO 

By  Velma  Niebcrding 

• 

Any  observant  secretary  can  tell  you 
that  the  superintendent  has  an  easy  time 
of  it.  Conceding  that  his  being  the  head 
of  five  grade  schools  and  a  junior  and 
senior  high  school  does  place  an  aura  of 
responsibility  about  him,  he  can  still  as¬ 
sign  most  of  his  work  to  others  and  in 
the  final  analysis  the  superintendent  has 
practically  nothing  to  do!  Take  the 
carnival,  for  instance. 

Our  annual  school  carnival  is  a  hilari¬ 
ous  event,  looked  forward  to  and  partici¬ 
pated  in  by  all  the  grade  schools,  the 
Junior  and  senior  high  school,  and  every 
man,  woman  and  child  in  the  city  who 
can  walk,  run  or  be  carried  there.  It 
makes  more  money  for  the  school  than 
anything  else  ever  thought  up,  and  it  is 
sponsored  by  the  PTA  Council. 

We  always  have  it  in  the  spring,  just 
a  week  or  so  before  commencement,  but 
the  other  day  the  superintendent  re¬ 
marked  that  next  year  he  is  going  to 
stage  the  carnival  along  the  first  of  the 
school  year  and  get  that  chore  off  the 
calendar  so  he  won’t  have  to  think  about 
it  for  eight  months  before  it  actually 
happens.  Really,  I  can’t  imagine  why, 
because  just  by  virtue  of  being  the 
superintendent  all  the  hard  work  is  done 
for  him. 

The  way  I  see  it,  the  nicest  thing 
about  being  the  superintendent  is  that 
when  you  plan  any  large-scale  school 
event,  particularly  the  carnival,  you  can 
turn  every  detail  over  to  a  main  com¬ 
mittee,  which  is  subdivided  into  lesser 
committees,  who  in  turn  do  the  work. 
Having  steered  the  steering  committee 
into  naming  the  proper  people,  all  the 
superintendent  has  to  do,  besides  his 
regular  work,  is  to  sit  back,  take  it  easy, 
and — 

Encourage  the  chairmen  who  become 
discouraged  so  that  they  may  encourage 
their  chairmen  who  have  become  dis¬ 
couraged  ; 


Discourage  chairmen  who  are  encour¬ 
aged  to  the  point  of  making  all  sorts  of 
impossible  suggestions; 

Decided  what  to  do  when  you  discovti 
that  the  junior  play  was  scheduled  for 
the  very  date  and  hour  of  the  carnival 
and  you  were  looking  at  April  instead  of 
May  on  the  calendar;  reprimand  tht 
secretary  for  being  careless; 

Be  very  impartial  about  the  queen 
contest  and  buy  four  tags  from  ever}' 
candidate;  likewise  buy  chances  on 
everything  being  raffled  off,  from  war 
bonds  to  duck  eggs; 

Investigate  the  possibility  of  getting 
ration  points  enough  to  operate  a  cafe¬ 
teria  in  the  home  economics  room;  see 
to  it  that  health  regulations  are  observed 
so  nobody  will  be  poisoned;  be  certain 
that  nothing  is  done  in  violation  of  the 
law’  or  any  religious  belief; 

Be  very  firm  w’ith  the  senior  commit 
tee  about  selling  chances  on  a  case  of 
beer;  restrain  them  from  putting  up  a 
roulette  wheel  in  the  library; 

Endeavor  to  keep  abundant  planners 
from  staging  the  affair  on  too  grandiose 
a  scale  and  jeopardizing  the  profits; 

Call  up  Mrs.  Imina  Huff  who  has  had 
an  argument  with  Mrs.  Uppington  about 
the  relative  merits  of  north  and  south 
side  PTA  organizations;  resolve  never 
to  put  the  two  on  the  same  committee 
again; 

Discover  that  the  janitor  stored  all 
equipment  such  as  shelves,  counters,  and 
other  impedimenta  necessary  to  make 
the  carnival  a  success  and  then  moved 
to  California;  spend  three  hours  trying 
to  locate  the  stuff  in  the  storeroom  and 
end  up  by  borrowing  it  from  the  college; 

Have  some  conferences  every  day  for 
a  week  with  teachers  who  need  their 
minds  made  up  and  their  morale  bolstered 
as  they  contemplate  the  approaching 
event ; 

Finally,  on  the  night  of  the  carnival, 
be  in  perfect  health  so  you  can  welcome 
the  crowd,  discipline  small  boys,  listen 
to  mothers  relate  the  cute  things  their 
children  do  in  school  and  what  Mar}’ 
said  about  the  teacher;  restore  lost 
babies  and  other  articles  to  their  owners 
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and  auction  off  the  cakes  that  are  about 
to  be  left  over  from  the  cake  sale;  make 
announcements  with  reasonable  fre¬ 
quency  to  keep  the  crowd  spending 
money;  give  the  queen  contest  an  occa¬ 
sional  plug; 

Keep  on  the  janitor’s  trail  and  see  that 
he  cleans  up  the  broken  pop  bottles  in 
the  hall  and  the  jar  of  huckleberries 
spilled  in  the  gym;  eat  hamburgers  and 
pie  impartially  and  drink  a  cup  of  coffee 
every  time  anyone  asks  you — maybe  you 
can  get  by  on  nine  or  ten  during  the 
evening; 

Above  all,  keep  in  touch  with  the 
principal’s  office  where  the  money  is  be¬ 
ing  checked  and  see  that  the  cigar  boxes 
filled  with  bills  are  properly  accounted 
for  and  stored  in  the  vault.  After  two 
women  have  fainted  remind  the  janitor 
that  it  might  be  a  good  idea  to  open 
some  windows  before  the  whole  crowd 
suffocates ; 

Reflect  that  when  this  event  is  over 
there  are  only  a  few  more  before  the 
school  year  closes;  half  a  hundred  are 


already  out  of  the  way  and  you’ll  have 
the  summer  vacation  to  recuperate  in  if 
you  aren’t  asked  to  sponsor  some  local 
good  cause. 

The  way  the  secretary  looks  at  it — 
and  any  observant  secretary  can  hardly 
help  noticing — the  superintendent  has 
practically  nothing  to  do.  Just  a  little 
preliminary  planning,  then  he  can  sit 
back,  take  it  easy,  and — 

(Reprint  from  the  Clearing:  House,  Sep¬ 
tember.  1915.  by  kind  permission  of  the 
editor.)  _ 

Definitions 

SPRING  FEVER:  Disinclination  of  the 
sap  to  rise. 

CONSCIENCE:  The  voice  that  tells  you 
not  to  do  something  after  you’ve  done 
it. 

FLIRT:  A  hit-and-run  lover. 

ASSETS:  Little  donkeys. 

DISCRETION :  Something  that  comes  to 
a  person  after  he’s  too  old  for  it  to 
do  him  any  good. 

SPELLBINDER:  A  political  speaker 
who  pours  banana  oil  on  troubled 
voters. 


•  To  those  friends  who  depend  on  us  to  furnish  their  Art, 
Kindergarten  and  General  Class  Room  Supplies,  we  extend  our 
sincere  thanks  for  your  patience,  consideration  and  generous 
cooperation  during  these  trying  times. 

And  we  pledge  ourselves  anew  to  the  policy  that  has  guided 
us  for  the  past  83  years  which  is  to  give  you  the  best  possible 
service  at  all  times. 

For  All  Standard  School  Supplies  Call  on  Us 

▼ 

J.  L.  HAMMETT  COMPANY 

Servinc  Schools  for  83  Years 

NEWARK,  N.  J.  SYRACUSE,  N.  Y.  CAMBRIDGE,  MASS. 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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FINANCIAL  REPORT 

NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 
Fiscal  Year  August  I.  1944  ■  July  30.  1945 

August  1,  1944,  Balance . ’ . . . $1,335.18 


RECEIPTS: 


Membership  dues  . $1,289.00 

Miscellaneous  .  60.00 

National  Secretary  .  1,742.18 


Total  Receipts 


3,091.18 


EXPENDITURES: 


$4,426.36 


Postage : 

President 
Secretary  .. 
Membership 
Other  . 


.$  20.00 
2.54 
99.65 
105.64 


Stationery,  telephone,  telegraph,  etc. 

President  . $ 

Secretary  . 

Membership  . 

Other  . 


7.50 

3.50 
50.29 
28.50 


227.83 


89.79 

Executive  Board  meetings  .  711.08 

National  Secretary  .  1,611.49 

.Miscellaneous  .  24.69 


Total  Expenditures  .  2,664.78 

July  31,  1945,  Balance . .  $1,761.58 
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Today,  school  cafeteria  buyers  have  found  that  good 
food  costs  less,  especially  in  feeding  children  and  teen¬ 
agers.  There  is  no  waste  in  serving  food  of  the  same 
fine  quality  that  is  featured  in  the  leading  hotels  and 
restaurants.  There  is  no  extra  cost  for  the  assurance 
gained  by  serving  food  of  the  same  purity  as  the  most 
exacting  hospital. 

Sexton  foods  are  prepared  exclusively  for  those  who 
serve  many  people  each  day.  This  specialization  makes 
dealing  at  Sexton’s  pleasant,  convenient  and  satisfy¬ 
ing.  Sixty-three  years  of  dependable  service  are  back 
of  every  purchase. 

A  Sexton  salesman  calls  in  your  town  at  least  every 
other  week.  If  he  has  not  been  in  to  see  you,  please 
drop  us  a  card  and  we  will  have  him  call. 

JOHN/Stxton&co. 

CHICAGO  •  IIOOKLYN  •  DALLAS  •  ATLANTA  •  DITTSIUCOH 


WORKSHOPS  ON  THE  MARCH 

By  Flo  Carrotton 
and  Elaanor  Deardan 


New  impetus  to  professional  improve¬ 
ment  has  been  given  to  school  secretaries 
through  the  various  offerings  in  work¬ 
shops  held  at  several  universities  during 
the  past  summer  and  fall.  Workshops 
were  held  at  Teachers  College,  Columbia 
University;  Purdue  University,  Lafay¬ 
ette,  Indiana;  Northwestern  University, 
Evanston,  Illinois;  Kent  State  Univer¬ 
sity,  Kent,  Ohio;  University  of  Pennsyl¬ 
vania,  Philadelphia,  Pennsylvania,  and 
at  the  Central  Missouri  State  Teachers 
College  at  Warrensburg,  Missouri.  In 
several  other  places  one  day  institutes 
were  held. 

The  groups  in  attendance  both  in 
numbers  and  in  enthusiasm  proved  the 
worth  of  the  programs  offered.  The 
workshops  varied  from  two  to  five  days 
in  length. 

While  programs  were  diversified,  still 
there  is  a  pattern  followed  by  all,  indi¬ 
cating  a  general  interest  in  certain 
topics.  Those  found  in  several  of  the 
programs  analyzed  were: 

1.  Proficiency  in  Technical  Skills 

a.  Methods  of  development 

2.  Personality  Adjustments 

3.  Public  Relations 

4.  Administrative  Policies  and  Prac¬ 

tices  Influencing  Education 

5.  Secretary’s  Place  in  Educational 

Program 

Programs  were  set  up  either  as  a 
series  of  lectures  by  eminent  professors 
at  the  university  concerned  or  as  discus¬ 
sion  groups  with  professors  presenting 
certain  basic  principles  to  be  discussed 
and  the  participants  at  the  conference 
discussing  the  issue  under  the  leadership 
of  one  of  the  group.  The  contributions 
by  secretaries  in  the  group  in  a  discus¬ 
sion  under  the  guidance  and  leadership 
of  one  of  the  participants  seem  to  offer 
certain  advantages  toward  professional 


It  is  hoped  that  this  coming  year  will  I 
see  the  continuance  of  workshops  already 
initiated  and  the  expansion  of  the  offer¬ 
ings  into  other  sections  of  the  country, 
particularly  in  the  south,  southwest  and 
far  west. 

Dr.  Elsbree  in  his  article  in  the  Octo¬ 
ber  issue  of  our  magazine  expressed  the 
real  importance  of  the  Workshop  when 
hi-  said,  “We  need  to  have  our  perspe^ 
tive  of  our  job  enlarged  to  see  its  social 
significance,  to  feel  that  our  work  is 
really  important,  and  that  our  efforts 
really  count.  .  .  .  The  Workshop  is  so 
designed  that  it  can  reach  a  much  larg¬ 
er  proportion  of  the  school  secretaries 
than  any  other  single  in-service  educa¬ 
tional  agency.” 

These  Workshops  can  be  even  more 
instructive  and  inspirational  this  next 
year  if  we  as  individuals  and  groups 
work  toward  that  goal.  Let’s  start  this 
ball  rolling  now.  Write  to  Flo  Garret- 
son  if  you  would  like  detailed  informa¬ 
tion  concerning  the  topics  covered  this 
past  year. 
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growth  of  the  group. 

When  dealing  with  our  advertiaere,  pleaee  mention  the  National  Secretary 
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DETAILED  REPORTS  OF  OTHER  WORKSHOPS 
CONFERENCE  FOR  SCHOOL  SECRETARIES 
Northwestern  University,  Evanston.  Illinois 

in  cooperation  with  the 
Illinois  Association  of  School  Secretaries 
.  August  9,  10,  11,  1945 

PROGRAM 


THURSDAY,  AUGUST  9,  1945 
9 :00-10 : 00 — Registration : 

Women’s  Lounge 
10:00  A.  M. — General  Session — 

Women’s  Lounge 
Greetings:  Dr,  Herbert  Dougall,  Di¬ 
rector  of  the  Summer  Session 
Dr.  Eugene  Lawler,  Professor  of  Edu¬ 
cation,  Chairman,  Summer  Con¬ 
ference  Committee 

Lecture:  “Overview  of  Administrative 
and  Supervisory  Duties’’ 

Dr.  J.  Monroe  Hughes,  Dean  of  the 
School  of  Education 
Announcements 

1:30-2:45  P.  M. — Study  Groups 
Office  Techniques 

Room  203  (Hardy  Lounge) 
Leader:  Dr.  Albert  Fries,  Assistant 
Professor  of  Secretarial  Training 
Educational  and  School  Filing 

Room  216 

Leader:  Miss  Charlotte  Clutterbuck, 
Registrar  and  Secretary  to  the 
Dean,  The  University  College 
3:00-4:45  P.  M. — Study  Groups 
School  Laws  and  Budgets.. ..Room  217 
Leader:  Dr.  Eugene  Lawler,  Profes¬ 
sor  of  Education 

Guidance  -  Extra  -  Curricular  and  Stu¬ 
dent  Relations . Room  203 

Leader:  Dr.  Frank  S.  Endicott,  As¬ 
sistant  Professor  of  Education 
Public  and  Adult  Relations..  . Room  216 
Leader:  Dr.  F.  C.  Rosecrance,  Pro¬ 
fessor  of  Education 

FRIDAY,  AUGUST  10,  1945 
10:00  A.  M. — General  Session 

Women’s  Lounge 

Lecture:  “Personality  Adjustments” 
Miss  Martha  Smith,  Executive  Sec¬ 
retary  of  The  University  College 
A  nnouncements 


1:30-2:45  P.  M. — Study  Groups 
Office  Techniques 

Room  203  (Hardy  Lounge) 
Leader:  Dr.  Albert  Fries 
Educational  and  school  Filing 

Room  216 

Leader:  Miss  Charlotte  Clutterbuck 
3:00-4:45  P.  M. — Study  Groups 

School  Laws  and  Budgets . Room  217 

Leader:  Miss  Martha  Smith 
Guidance  -  Extra  -  Curricular  and  Stu¬ 
dent  Relations  . Room  203 

Leader:  Dr.  Frank  S.  Endicott 
Public  and  Adult  Relations....Room  216 
Leader:  Dr.  F.  C.  Rosecrance 

SATURDAY,  AUGUST  11,  1945 
10:00  A.  M. — General  Session 

Women’s  Lounge 
Summary  of  Study  Group  Discussions 
Office  Techniques:  Eleanor  Boynton 
Educational  and  School  Filing:  Fern 
Foreman,  Ruth  Pake 
School  Laws  and  Budgets:  Garland 
Lind 

Guidance  —  Extra  —  Curricular  and 
Student  Relations:  Edna  Atkinson 
Public  and  Adult  Relations:  Mary 
McReynolds 

1 2 : 30 — General  Session — Luncheon  Meet¬ 
ing,  Georgian  Hotel,  Library 
Room,  422  Davis  Street 
Address:  “The  School  Secretary  as  an 
Educator” 

Dr.  S.  A.  Hamrin,  Professor  of 
Education 

SOCIAL  PROGRAM 
sponsored  by 

The  Illinois  Association  of 
School  Secretaries 
Thursday,  August  9 
5:30  P.  M. — Tour  of  Technological  In¬ 
stitute — On  Campus 
6:30  P.  M. — Dinner — In  Evanston 
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8:30  P.  M, — Visit  to  Dearborn  Observa¬ 
tory — On  Campus 

Friday,  August  10 

6:00  P.  M. — Beach  Party  —  University 
Beach  (Picnic  Supper  —  Swimming 
if  you  wish) 

Saturday,  August  11 
Afternoon  Suggestions: 


(1)  Visit  to  Baha’i  Temple 

(2)  Attend  radio  broadcast  —  “Grand  tial,  if 

Hotel” — NBC  studio — 3:30  p.m.  SI 

(3)  Shop— Evanston  or  Chicago 

Evening  Suggestion: 

Attend  concert  at  Ravinia  Park 
Transportation  via  North  Shore 
Admission  -  $1.20 


Northwestern  University  and  the  City  of  Evanston  displayed  unusual  hospital¬ 
ity  and  friendliness  to  those  attending  the  conference  for  school  secretaries.  Future 
meetings  will  grow  due  to  the  success  of  this  conference. 

The  speakers  and  directors  of  the  general  sessions  and  study  groups  were  all 
outstanding  in  their  fields.  Lectures  and  discussions  included  information  on 
administrative  and  supervisory  duties,  office  techniques,  educational  and  school  filing, 
school  law’s  and  budgets,  guidance — extra — curricular  and  student  relations,  public 
and  adult  relations,  personality  adjustments,  and  other  contributions  from  those 
attending  the  discussions.  Those  participating  in  the  activities  included:  Dr.  Her¬ 
bert  Dougall,  Dr.  Eugene  Lawler,  Dr.  J.  Monroe  Hughes,  Dr.  Albert  Fries,  Miss 
Charlotte  Clutterbuck,  Dr.  Frank  S.  Endicott,  Dr.  S.  A.  Hamrin,  Dr.  F.  C.  Rose- 
crance,  and  Miss  Martha  Smith,  Executive  Secretary  of  the  University  College,  who 
acted  as  chairman  for  the  conference.  Members  of  the  Illinois  Association  of  School 
Secretaries  and  the  National  Association  of  School  Secretaries  aided  in  the  sum¬ 
maries  of  the  study  group  discussions  and  social  activities  of  the  conference. 

Representative  groups  enrolled  from  six  states — Illinois  33,  Wisconsin  14, 
Indiana  9,  Michigan  6,  Missouri  5,  Iowa  1.  These  secretaries  either  represented 
their  local  or  state  groups  and  will  take  back  to  other  school  secretaries  reports 
and  the  information  they  received. 

Secretaries  returned  to  their  school  offices  with  renewed  enthusiasm  in  extend¬ 
ing  their  best  services  to  the  students,  to  the  parents,  to  the  school  personnel,  and 
to  the  communities  they  serve. 
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TAKEN  FROM  A  STUDY  ON  OFFICE  TECHNIQUES  I 

By  Dr.  Albeit  Fries,  Study  Croup  Leader  1 

Dr.  Fries  started  his  talk  by  giving  a  dictionary  definition  as  follows:  Tech-  | 
nique  is  the  method  or  the  details  of  procedure  essential  to  the  expertness  of  execu-  | 
tion  of  any  art  or  science— or,  the  manner  of  performance.  i 

There  are  two  factors  concerned  in  office  technique.  One  is  the  personal  factor,  j 
and  the  other  the  physical  factor.  I 

A  school  secretary  should  have  certain  personal  qualities,  successful  secretary 
relationship  traits,  and  the  quality  of  secretarial  performance. 

The  work  of  a  school  secretary  is  at  times  fascinating  and  interesting — at 
other  times  it  is  exhausting,  discouraging  and  thankless. 

To  be  a  perfect  secretary  one  must  be  poised,  efficient,  trustworthy,  charming,  j 
and  one  who  knows  how  and  where  to  give  assistance  to  others. 

A  good  secretary  is  one  who  enjoys  her  work.  I 

The  recipe  for  a  good  secretary  is  well  known,  but  the  way  of  mixing  the 
ingredients  is  most  important. 

Secretaries  vary  just  as  school  administrators  vary. 

A  school  secretary  will  grow  and  improve  in  proportion  to  her  increase  in 
knowledge.  i 

The  secretary  can  help  to  bring  into  her  office  the  modern  and  better  methods. 
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Northwestern  University  considers  the  following  qualifications  to  be  most  essen¬ 
tial,  if  a  graduate  of  its  secretarial  school  is  to  be  successful. 

She  must: 

Be  accurate  Have  certain  special  knowledge  and 

Be  precise  ability 

Have  an  aptitude  for  details  Have  telephone  ability 

Have  tolerance  Be  able  to  think  (use  common  sense) 

Have  patience  Have  initiative 

Be  congenial  Have  a  pleasant  personality 

Have  no  prejudices  Be  a  hard  worker 

An  attractive  appearance  creates  a  desired  situation. 

What  she  says  and  how  she  says  it  has  a  great  deal  to  do  with  the  success 
of  a  secretary. 

Important  to  the  secretary  is  the  ability  to  maintain  a  good  all-school  relation- 
'  ship — with  the  office  associates,  the  faculty,  and  the  public. 

Dr.  Fries  suggested  the  following  as  being  factors  which  would  help  in  main- 
'  taining  a  successful  secretarial  relationship: 
i  Have  good  manners  and  be  courteous, 

i  Have  tact — 

I  Think  before  you  speak. 

Demonstrate  human  kindness. 

Praise  others — 

Learn  the  difference  between  praise  and  flattery,  however. 

Be  cheerful — 

Smile;  don’t  fuss  and  fume. 

I  Be  enthusiastic — 

I  Enthusiasm  is  said  to  be  the  impetus  that  gets  things  started  and  the  power 

I  that  gets  them  done. 

I  Have  poise — 

Poise  is  a  matter  of  discipline  of  one’s  emotions  and  reactions — and  is  built 
I  on  self-confidence. 

I  Possible  pitfalls  of  a  secretary  are : 

!  Personal  feelings — 

■  Do  not  air  your  own. 

Complexes — 

I  Avoid  an  inferiority  or  a  superiority  complex. 

Gossip — 

I  Never  say  anything  that  you  would  not  want  to  see  printed  in  the  newspapers. 

Disputes 
Excuses — 

There  are  two  kinds  of  people — those  who  resort  to  excuses  and  those  who 
get  things  done. 

Boy  meets  girl — 

Maintain  a  business  attitude  in  the  office. 

Set  up  one  basic  technique  to  use  for  all  whom  you  deal  with — have  no 
favorites. 

In  working  with  your  employer: 

Adjust  yourself  to  the  employer’s  peculiarities,  etc. 

Overlook  not  receiving  credit  for  the  many  things  you  do. 

Give  and  accept  criticism.’ 

Be  a  good  listener. 

Be  agreeable. 

Act  for  your  employer  when  you  know  it  will  meet  with  his  approval. 
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Be  loyal  to  him. 

Give  his  needs  full  time. 

In  performing  your  job; 

Use  common  sense — 

Put  into  actual  performance  the  things  that  you  are  supposed  to  do — with 
thought. 

Use  good  judgment — 

Make  decisions  with  careful  consideration. 

Refer  questions  to  the  proper  persons. 

Avoid  disturbing  your  employer  with  all  details. 

Be  alert — 

Be  a  careful  observer  and  an  interested  listener,  and  make  good  use  of  what 
you  hear  and  what  you  see. 

Develop  a  good  memory — 

A  secretary  needs  a  good  memory — she  often  serves  as  the  information  bureau. 
Be  efficient — 

Save  time  and  movement  by  forethought  and  by  arranging  supplies  and 
equipment  logically. 

Be  orderly. 

Develop  an  awareness  of  efficient  short-cuts. 

Be  dependable — 

Be  accurate. 

Be  thorough. 

Be  reliable — 

Carry  out  all  assignments. 

Follow  directions  by  practicing  the  following: 

Write  all  instructions. 

Ask  to  have  doubtful  points  explained. 

If  necessary,  ask  advice  on  how  to  proceed. 

Perform  the  task  in  accordance  with  the  instructions. 

Check  and  re-check  all  work  for  accuracy. 

Have  initiative — 

The  quality  of  initiative  is  evidenced  by  one  who  exceeds  instruction  and  does 
the  job  even  better  than  is  expected — this  person  recognizes  a  situation. 

Be  resourceful. 

Show  evidence  of  executive  ability,  if  it  is  required  of  you  in  your  work — 

A  person  with  executive  ability  is  able  to  plan  and  direct  the  work  of  others, 
can  visualize  the  entire  responsibility,  and  has  human  understanding  of 
workers. 

Give  the  necessary  persuasive  push  when  it  is  needed. 

Maintain  an  efficient  and  courteous  school  office. 

A  necessary  balance  for  efficiency  may  be  determined  as  follows: 

First,  there  is  Quality  Production — that  is,  development  of  technique. 

Second,  there  is  Quantity  Production — development  of  speed. 

Then,  a  balance  of  Quality  Production  and  Quantity  Production  results  in 
Efficiency. 

In  presenting  a  list  of  varied  “Duties  of  the  School  Secretary,”  Dr.  Fries  re¬ 
ferred  to  the  May,  1944,  issue  of  The  National  Secretary,  the  periodical  publication 
of  the  National  Association  of  School  Secretaries. 

Suggestions  for  improving  your  work  and  efficiency: 

Prepare  helpful  references — 

Compile  a  loose-leaf  office  manual  of  information  or  instruction  about  the 
routine  procedure  in  the  office. 
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Develop  a  loose-leaf  secretarial  desk  manual  of  duties  peculiar  to  your  own  job. 
Compile  a  Who’s  Who  directory  of  those  persons  with  whom  you  correspond 
or  have  contact  frequently. 

Develop  a  What’s  What,  listin);  and  classifying  various  reports  and  record  forms. 
Outline  instructions  for  preparing  all  periodical  reports,  etc. 

Keep  a  scrap  book  of  the  activities  of  your  school  system — use  it  as  a  reference. 
Keep  a  personal  scrap  book  and  an  up-to-date  professional  record  of  your 
administrator’s  activities. 

Sort  your  employer’s  mail  systematically,  placing  the  most  interesting  and 
vital  correspondence  on  top. 

Read  all  correspondence,  if  permitted,  and  underline  important  phrases,  dates, 
etc. 

Handle  appointments  efficiently. 

Learn  to  compose  letters — 

The  five  C’s  will  help  you.  They  are  namely:  Clearness,  Conciseness,  Com¬ 
pleteness,  Correctness,  Courtesy  (be  courteous  from  the  reader’s  point  of 
view). 

Be  alert  to  the  improvement  of  the  filing  system. 

Study  personal  records — 

Give  promotions  where  deserved. 

Keep  a  telephone  list  for  your  own  ready  reference. 

Be  on  time  every  morning,  regardless  of  what  time  the  others  arrive. 

Make  your  associates  like  you — their  approval  is  most  important. 

Here  is  a  tricky  statement  Dr.  Fries  made — 

Learn  as  much  as  you  can  about  everything  you  can  as  soon  as  you  can  with¬ 
out  attracting  attention  to  it. 

Ten  Commandments  for  a  school  secretary  might  well  stress  the  following  factors^ — 

1.  Health 

2.  Cleanliness — of  self  and  office 

3.  Well-modulated  voice 

4.  Cheerfulness 

5.  Punctuality 

6.  Loyalty 

7.  Diligence  and  Industry 

8.  Orderliness — be  systematic. 

9.  Avoiding  sociability  in  the  office. 

10.  Having  the  interest  of  the  employer  at  heart 

The  following  conclusions  on  certain  topics  were  drawn  from  general  group 
liiscussion: 

Office  workers  seemingly  lacking  in  efficiency  and  information  about  their  work 
should  be  encouraged  to  take  study  courses  in  the  proper  areas  for  improvement. 
Setting  a  time-limit  helps  to  get  teachers’  reports  in  on  time. 

To  relieve  heavy  office  schedules,  use  student  helps,  providing  it  proves  satis¬ 
factory. 

School  business  is  not  a  subject  for  special  conversation,  either  in  or  out  of 
the  office. 

Habits  and  peculiarities  of  your  employer  will  color  all  techniques. 


EDUCATIONAL  AND  SCHOOL  FILING 
Led  by  Charlotte  Clutterbuck 

Filing  as  it  was  presented  was  not  the  leader’s  opinion  only.  It  was  taken 
from  studying  files  of  business  firms  and  schools  and  association  with  a  bureau  of 
filing  and  indexing  which  analyzes  and  revises  files  for  business  concerns. 
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School  filing  is  not  a  distinct  and  different  kind  of  filing.  General  rules  and 
)>ractices  apply  to  educational  and  school  files. 

In  analyzing  your  files  for  the  purpose  of  revising  them,  study  present  method. 
Be  critical.  Study  type  of  material  being  filed.  Are  methods  used  appropriate 
for  the  kind  of  material  being  filed?  Is  there  duplication?  Is  the  same  information 
kept  in  two  or  more  places?  Do  you  have  in  scattered  places  different  bits  of  infor¬ 
mation  on  the  same  .subject?  How  and  by  whom  are  files  used?  Are  they  con¬ 
veniently  located  near  persons  using  them?  Is  there  room  for  expansion?  Is  your 
method  as  simple  and  compact  as  possible? 

Analyze  the  physical  arrangement  of  your  files?  .\re  they  arranged  to  save 
time?  Is  the  light  good? 

The  basis  of  orderly  files  is  indexing  and  filing.  Indexing  should  precede  filing. 
It  is  planning  the  arrangement  of  materials — the  key  to  the  files.  Filing  is  placing 
the  material  in  the  files  after  having  decided  how  it  is  to  be  arranged  according 
to  your  plan. 

There  are  three  methods  of  filing.  They  are — 

1.  Alphabetic  filing  which  is  divided  into  three  methods. 

a.  Filing  by  name.  This  is  the  dictionary  arrangement.  Filed  with 
last  date  on  top. 

b.  Filing  by  location  or  the  geographic  method.  Divisions  are 
made  by  names  of  states,  names  of  cities,  by  foreign  countries  and 
by  streets.  This  method  is  not  often  used  in  schools. 

c.  Filing  by  subject.  This  is  the  most  difficult  method  but  it  is  the 
most  interesting.  It  is  usually  used  in  executive  files.  It  is  an 
arrangement  of  material  on  or  about  a  given  subject  by  its  con¬ 
tent.  There  is  no  transferring  of  materials  in  a  subject  file. 
Material  must  be  w'eeded  out  periodically.  Have  a  schedule  for 
the  length  of  time  each  type  of  paper  is  to  be  retained. 

Numeric  or  indirect  filing.  This  requires  an  alphabetic  card  index 
Cross  references  are  kept  in  the  card  index  instead  of  in  folders. 

Date  filing.  This  is  a  follow-up  for  statistical  reports  made  for  dif 

ferent  periods  of  time. 

In  classifying  filing  material  there  are  six  classifications.  Three  of  these  are 
the  same  as  used  in  business — original  papers,  transcribed  transactions  and  printed 
materials.  The  three  additional  classifications  used  in  school  files  are  concerned 
with  students,  with  general  matters  and  with  executive  or  administrative  matters. 

Filing  equipment  was  not  stressed.  Everyone  being  familiar  with  what  is 
available.  There  were  samples  and  literature  available  for  everyone’s  inspection. 

A  mimeographed  copy  of  filing  rules  was  presented  to  each  person. 


2. 
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REPORT  OF  ADULT  AND  PUBLIC  RELATIONS  STUDY  CROUP 
Dr.  F.  C.  Rosecrance,  Leader 

In  the  modern  educational  system  the  community  is  playing  an  increasingly 
important  role  in  the  work  of  the  school.  The  Board  of  Education,  the  superin¬ 
tendent,  the  clerks,  and  the  custodians  all  have  tangible  contacts  with  the  community. 

The  public  relations  program  is  a  two-way  social  interpretation.  The  alert 
school  staff  keeps  a  sensitive  ear  attuned  to  what  the  public  is  thinking  and  saying 
about  the  school  system,  which  gives  the  clue  to  the  other  phase,  that  of  conveying 
to  the  public  the  right  facts  with  the  proper  interpretation.  Whenever  we  take  a 
telephone  call,  greet  a  visitor,  or  answer  a  letter,  it  is  an  opportunity  to  reflect  the 
spirit  and  philosophy  of  the  school  system. 

This  leads  directly  into  the  next  phase  of  the  discussion:  What  is  the  main 
purpose  of  the  school?  Dr.  Rosecrance  emphatically  stated  that  the  purpose  of  the 
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to  operate  for  the  best  interests  of  the  children.  He  reminded  us  that  we 
must  not  feel  that  schools  are  built  that  we  might  have  jobs  running  an  efficient 
office.  We  must  remember  that  we  are  helping  the  children  to  grow  when  we  allow 
them  to  do  small  things  around  the  office,  and  are  thereby  contributing  in  a  small 
way  to  their  education. 

The  question  of  handling  complaining  parents  and  groups  was  brought  up. 
Different  solutions  such  as  sympathetic  listening,  drawing  the  party  out,  and  seek* 
ing  the  truth  were  discussed.  Dr.  Rosecrance  presented  this  type  of  problem  as  a 
challenge  to  turn  a  negative  situation  into  a  positive  one  by  making  of  the  com¬ 
plainant  a  strong  advocate  of  the  school. 

Dr.  Rosecrance  told  of  a  recent  trend  in  public  relations  now  in  effect  in  some 
of  the  north  shore  schools,  and  that  is  the  parent  participation  in  the  actual  run¬ 
ning  of  the  schools.  Mothers  take  turns  working  in  the  principal’s  offices  and  per¬ 
forming  various  other  services.  Some  of  the  secretaries  were  quite  taken  aback 
at  the  thought  of  parents  invading  the  smooth  running  area  of  the  office.  Again 
Dr.  Rosecrance  brought  up  the  point  that  the  schools  are  run  for  the  best  interests 
of  the  children.  As  the  parents  become  acquainted  with  the  actual  problems  of 
the  office,  of  the  administration,  and  of  the  school  in  general,  there  comes  a  com¬ 
plete  understanding  that  develops  into  a  backlog  of  active  parent  support.  This  so 
heavily  outweighs  the  loss  of  time  and  money  which  may  result  that  the  idea  is 
considered  practicable  and  desirable  in  some  schools. 

How  to  handle  and  avoid  so-called  “hot  spots’’  provided  another  interesting 
subject  of  discussion.  It  takes  a  good  secretary  to  know  what  to  tell  her  chief 
and  what  to  pass  by  unmentioned.  In  meeting  crises  with  irate  groups,  misinter¬ 
pretations  on  the  part  of  newspaper  men.  Board  of  Education  problems,  etc.,  the 
secretary  can  do  much  to  forestall  the  forces  of  the  blow  by  anticipating  what  is 
going  to  happen  and  getting  the  ear  of  her  chief,  or  by  heading  it  off  in  another 
direction  by  referring  the  problem  to  a  supervisor,  the  dean  of  boys  or  girls,  the 
principal,  etc.  This  takes  excellent  judgment  on  the  part  of  the  secretary. 

Dr.  Rosecrance  pointed  out  situations  where  obsolete  policies  are  in  effect,  but 
which  cannot  be  changed  until  much  experimentation  and  constructive  planning  is 
done.  In  such  cases  infractions  of  the  rules  in  effect  are  actually  necessary  for 
the  final  abolition  of  these  outmoded  policies.  In  such  cases  the  superintendent 
prefers  not  to  hear  about  them.  Dr.  Rosecrance  stated  that  if  he  were  to  choose 
between  a  secretary  who  repeated  to  him  everything  which  came  her  way  and  one 
who  did  not  tell  him  quite  enough,  he  would  choose  the  latter.  An  administrator 
should  not  be  a  glorified  office  boy,  but  should  be  free  to  concentrate  his  best  time 
and  effort  on  the  three  most  important  activities  of  his  job — contacting  the  public, 
working  with  principals  and  teachers,  and  getting  around  to  the  classrooms.  He 
reminded  us  that  as  secretaries  we  must  not  covet  power.  It  is  our  business  to 
serve  and  guide.  It  is  only  small  people  who  resort  to  the  power  they  have.  The 
truly  great  men  are  humble,  and  seek  to  inspire  their  fellow  workers,  not  command 
them.  That  is  left  to  dictators. 

The  discussion  closed  on  the  same  note  on  which  it  opened — ^the  growing  com¬ 
munity  and  adult  participation  in  the  schools.  Dr.  Rosecrance  predicted  the  school 
of  the  future  as  a  beehive  of  community  activity  where  the  problems  and  interests 
of  every  group  will  be  worked  out  by  adults  as  well  as  children.  It  will  operate 
summer  and  winter,  sixteen  hours  a  day.  Everyone  will  contribute,  learn,  make 
mistakes,  and  have  fun.  Dr.  Rosecrance  ended  his  talk  with  this,  “Education  should 
make  children  glad  and  happy,  for  this  is  their  birthright.” 
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Maby  McReynolas, 

La  Grange,  Illinois 


SCHOOL  LAWS  AND  BUDGETS 
A  Summary 

(Based  on  study  group  discussions  as  conducted  by 
Dr.  Eugene  Lawler  and  Miss  Martha  Smith) 

By  Garland  M.  Lind 

School  Laws 

A  few  secretaries  attending  this  discussion  group  were  well  versed  on  school 
laws  while  others  needed  general  information  in  helping  them  to  become  better 
acquainted  with  this  field  of  school  work.  References  were  given  to  sources  of  infor¬ 
mation  on  this  subject. 

Budgets 

References  were  also  given  to  help  school  boards  and  other  personnel  serving 
the  community  on  the  matter  of  budgets.  The  state  and  national  education  asso¬ 
ciations  publish  information  on  expenditures  according  to  population.  They  may 
also  be  able  to  furnish  salary  schedules  and  other  information  you  may  want  on 
school  matters. 

Building  the  Budget 

We  considered  building  better  budgets.  An  ideal  budget  is  a  three-fold  plan 
that  includes  an  educational  plan,  a  spending  plan,  and  a  financing  plan.  Budgets 
may  be  planned  annually  or  on  a  long-term  basis.  Building  the  budget  includes 
many  limitations,  but  good  judgment  is  an  essential  in  determining  factors  con¬ 
cerning  it.  While  a  school  secretary  does  not  have  the  authority  for  the  budget, 
she  may  be  very  helpful  in  keeping  good  records  for  the  superintendent’s  use.  Keep¬ 
ing  data  in  a  card  file  or  in  a  book  may  be  helpful  in  making  alterations  and  addi¬ 
tions  for  the  next  year’s  budget  plan. 

Financial  Study 

A  financial  study,  directed  by  Dr.  Eugene  Lawler,  on  levels  of  expenditure  for 
Classroom  units  in  the  United  States,  was  explained  to  the  secretaries.  Money  spent 
for  educating  a  classroom  unit  (based  on  27  pupils  as  an  average  room)  ranged 
from  $100  a  year  per  classroom  unit  to  $6,000  a  year  per  classroom  unit.  Negro 
schools  were  given  less  support  than  those  of  the  white  race.  Educational 
advantages  are  varied  from  those  of  low  support  to  those  on  a  higher  income 
level.  In  the  study,  completed  last  year  after  several  years  of  work.  New  York 
ranked  the  highest  in  expenditure  for  schools  and  California  second.  The  southern 
states  had  the  poorest  financial  aid,  due  mainly  to  low  incomes. 

(}ueitioiii 

A  number  of  questions  came  up  in  this  study  group  and  were  answered  by 
those  in  charge  or  were  an  opinion  of  those  attending. 

Question:  “What  is  considered  a  good  percentage  to  allot  to  Instructional 
Purposes?’’ 

Answer:  “The  opinion  of  educational  leaders  is  75%  to  80%.’’ 

Question:  “What  is  a  fair  percentage  to  make  on  depreciations?’’’ 

Answer:  “There  need  be  no  charge  to  depreciation  if  repairs  and  replacements 
are  made  currently.  Depending  on  your  finance  plan,  you  may  take  into  consideration, 
however,  that  the  general  practice  has  been  that  2%  is  charged  off  for  building 
depreciation  and  7%%  for  equipment  depreciation.” 

Question:  “What  is  a  fair  per  cent  of  interest  to  pay  on  school  bonds?” 

Answer:  “Banks  have  been  willing  to  loan  money  on  bond  issues  for  as  little 
as  1%  and  offer  a  premium  at  this  rate.  The  reason  for  such  a  low  percentage 
basis  is  that  money  loaned  schools  is  free  from  income  tax  regulations.” 

Question:  “What  interest  rate  is  usually  charged  on  tax  warrants?” 

Answer:*  “You  are  getting  a  good  loan  when  you  obtain  a  1%%  interest  charge.” 
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Question:  **What  are  the  chances  for  school  secretaries  to  become  a  part  of  the 
social  security  plan  or  a  part  of  the  teacher  pension  plans  in  the  United  States?”* 

Answer:  “  Afew  states  have  been  included  in  their  general  teacher  pension 
plans — others  have  been  included  in  the  city  municipal  plan.  Social  Security  benefits 
may  be  expanded  to  include  more  groups  after  the  war.  The  prospects  look  hopeful 
that  we  may  be  classed  as  some  member  of  a  plan  in  the  future.” 

“Emphasis  should  be  placed  on  our  willingness  to  accept  higher  ideals  and 
standards  in  our  work  so  that  we  may  be  respected  as  a  coming  profession.  We 
should  do  our  utmost  to  serve  the  students,  the  school  system,  and  the  communities 
in  which  we  work." 

GUIDANCE,  EXTRA  CURRICULAR  ACTIVITIES,  AND  RELATIONS 
By  Dr.  Frank  S.  Endicott 
Director  of  Placement,  Northwestern  University 

In  this  present  day  there  are  two  approaches  to  the  progress  of  education  in 
the  school  systems.  First,  there  is  the  academic  approach.  This  starts  on  the 
assumption  that  all  subject  matter  should  be  organized  into  courses.  A  curriculum 
is  made  for  the  youngster.  Therefore,  he  must  take  it  as  it  is  made,  and  if  he 
I  doesn’t  succeed,  it  is  just  too  bad  for  him.  We  hope  that  the  day  for  cut  and  dried 
programs  is  almost  past.  Second,  the  basic  function  of  education  is  to  see  that  the 
subject  matter  approach  fits  the  need  of  the  individual.  The  emphasis  is  on  the 
child’s  progress  so  that  he  develops  to  his  fullest  capacity. 

Now,  how  can  the  results  be  mobilized  so  that  each  individual  can  get  the 
experience  which  will  help  him  to  develop  or  grow  to  his  greatest  capacity?  It  is 
necessary  to  develop  each  potential  ability  in  the  child,  so  we  build  the  curriculum 
to  fit  the  individual.  In  order  to  find  out  what  he  needs,  we  can  set  up  a  system 
of  cumulative  records.  These  consist  of  grade  school  records,  recordings  of  diag¬ 
nostic  tests,  health  records,  and  other  pertinent  records  necessary  to  the  under¬ 
standing  of  the  individual.  We  must  not  lose  sight  of  the  fact  that  during  this 
time  you  are  building  character  and  personality.  During  the  time  of  adding  to 
the  individual  cumulative  record,  you  are  learning  the  abilities  of  the  child  and 
finding  out  where  to  place  him  so  that  he  will  secure  the  knowledge  that  will  best 
suit  him  for  what  he  has  the  ability  to  do  and  a  future  job.  He  will  not  only  be 
graduated  with  the  knowledge  of  what  he  can  do,  but  he  will  know  where  he  can 
go  for  a  job  and  have  the  confidence  to  carry  on  his  work,  because  he  will  be  doing 
the  particular  thing  in  which  he  is  interested. 

I  A  questionnaire  was  sent  to  seventy  business  and  industrial  concerns  requesting 
information  for  a  survey  of  policies  and  practices  of  these  corporations  in  the 
■  employment  of  college  graduates  in  business  and  industry.  The  tabulation  of  the 

relative  importance  of  certain  factors  to  the  employment  of  college  graduates  are 

rather  interesting.  There  are  five  types  of  positions  listed.  First,  a  general  group- 

Iing  of  all  types  of  positions  as  listed  below.  Second,  technical  and  scientific  positions 
I  including  accounting  and  statistical  work.  Third,  clerical  and  secretarial  positions 
I  including  bookkeeping.  Fourth,  supervisory  and  administrative  positions  including 
personnel  work.  Fifth,  sales  and  promotional  positions.  The  rating  of  the  factors 
I  of  the  essential  qualities  sought  in  an  individual  by  an  employer  are  as  follows: 
From  the  five  groupings  above,  four  list  personality  in  first  place,  and  one  lists 
high  marks  as  the  first  essential.  In  second  place,  three  corporations  listed  activi¬ 
ties,  one,  special  courses,  and  one,  high  marks.  For  third  place,  three  list  general 
courses,  one,  high  marks,  and  one,  personality.  Conclusions  from  this  show  that 

I  for  all  types  of  jobs  for  which  college  men  and  women  are  employed,  the  factor 

of  personality  was  first  in  importance.  Second  in  importance  were  activities,  except 
for  certain  positions  of  a  highly  technical  or  scientific  character.  For  most  jobs, 
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participation  in  campus  activities  was  considered  to  be  of  neater  significance  thai  I 
high  marks.  It  also  shows  that  except  for  jobs  requiring  a  technical  background,  I 
general  courses  were  more  important  than  highly  specialized  training.  Part-time  I 
work  in  college  was  rated  as  very  desirable.  f 

Another  analysis  of  factors  relating  to  the  employment  of  college  graduates  as 
beginning  teachers  in  the  elementary  and  secondary  schools  was  made  from  com¬ 
munities  in  the  middle  west.  The  types  of  positions  were  as  follows:  First,  general, 
which  includes  all  teachers.  Second,  teachers  in  elementary  schools.  Third,  teachers  i 
in  high  schools.  The  rating  of  the  factors  essential  for  these  types  of  positions  were  i 
as  follows:  All  three  groupings  list  personality  first.  All  three  list  activities  as  | 
second.  And  third  place  goes  to  general  courses.  Fourth,  two  list  high  marks,  and  I 
one,  professional  courses  in  education.  From  this  you  can  see  that  the  factor  of  I 
personality  still  holds  first  place.  This  analysis  was  made  from  questionnaires  sent 
to  school  administrators. 

Going  back  to  the  basic  function  of  education  of  seeing  that  the  subject  matter 
fits  the  need  of  the  individual,  we  must  realize  that  many  fail  to  recognize  potentiali¬ 
ties  in  people.  The  key  words  in  any  school  for  the  success  of  an  educational  pro¬ 
gram  are  a  friendly  attitude  and  understanding  of  the  individual;  kindness,  sym¬ 
pathy,  and  tolerance  on  the  part  of  the  faculty,  the  secretary,  and  all  others  who 
may  come  in  contact  with  the  individual.  The  secretary’s  part  in  such  a  program 
is  to  do  what  is  in  her  line  of  duty  and  to  never  overstep  her  authority.  She  can 
compile  statistics  and  organize  facts,  details,  and  records  and  keep  them  all  avail¬ 
able  for  the  ones  dealing  wth  the  individual.  When  a  child  has  been  graduated,  a 
follow-up  record  can  be  made  regarding  the  jobs  he  goes  into,  regarding  his  I 
adaptability  to  these  jobs,  and  his  progress.  You  may  also  record  whether  or  not  r 
he  goes  to  college  and  what  progress  he  makes.  i 

All  of  us:  teacher,  secretary,  administrator,  or  guidance  director  often  fail  to 
have  faith  in  the  potentialities  of  the  child.  Some  small  thing  may  happen,  and 
we  label  him;  then  keep  him  labeled.  We  must  not  lose  sight  of  the  fact  that  in 
one  year,  in  two  years,  or  in  three  years’  time  we  are  dealing  with  an  entirely 
different  ]>erson.  He  is  growing,  and  he  is  changing.  We,  as  his  guidance  assistant, 
must  do  likewise.  | 
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TION  OF  ALL  WORKERS  IN  THE  SCHOOL.  Bureau  of  Publications, 
Teachers  College,  Columbia  University,  1925. 

Park,  Joe,  ORIENTATION  TO  SOURCE  MATERIALS  FOR  STUDENTS  IN 
EDUCATION.  Evanston,  Illinois.  Students  Book  Exchange,  1945. 
Reeder,  Ward  G.,  THE  ADMINISTRATION  OF  PUPIL  TRANSPORTATION. 

Columbus,  Ohio,  The  Educators  Press,  1939. 

Reeder,  Ward  S.,  SCHOOL  BOARDS  AND  SUPERINTENDENTS.  Macmillan 
Co.,  New  York,  1944. 

Filing 

BOOKS; 

Galloway,  Lee,  OFFICE  MANAGEMENT.  Ronald  Press  Co.,  New  York, 
1919. 

Hunter,  Estelle  B.,  MODERN  FILING  MANUAL.  Yawman  &  Erbe  Mfg. 
Co.,  Rochester,  New  York,  1936. 

Leffingwell,  William  H.,  OFFICE  MANAGEMENT,  PRINCIPLES  AND 
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Weeks,  Bertha  M.,  HOW  TO  FILE  AND  INDEX.  Ronald  Press,  New 
York,  1939. 

PERIODICALS: 

American  Businend,  combined  with  Syatem.  Dartnell  Publications,  4660 
Ravenswood,  Chicago. 

Filing  Bulletin,  published  monthly  by  the  Chicago  Filing  Association,  Room 
1215,  25  East  Jackson  Blvd.,  Chicago  4,  Illinois. 

For  magazine  articles  on  special  filing  and  indexing  subjects  appearing  in 
current  publications  see  the  monthly  periodical  indexes  such  as  the  “Agri¬ 
cultural  Index,”  “Industrial  Arts  Index,”  and  the  “Public  Affairs  Informa¬ 
tion  Pamphlets.” 

Guidance 

Hamrin,  S.  A.,  and  Erickson,  Clifford,  GUIDANCE  IN  THE  SECONDARY 
SCHOOL.  D.  Appleton-Century  Co.,  New  York  and  London,  1939. 

Science  Research  Associates  (Publisher)  FRONTIER  THINKING  IN  GUID¬ 
ANCE.  Science  Research  Associates,  228  So.  Wabash  Ave.,  Chicago. 
Wrenn,  Gilbert,  and  Bell,  R.,  STUDENT  PERSONNEL  PROBLEMS. 
Perionality  Adjustment 

Buchanan,  Aimee,  THE  LADY  MEANS  BUSINESS.  Simon  and  Schuster, 
New  York,  1942. 

Carney,  Marie  L.,  THE  SECRETARY  AND  HER  JOB.  The  Business  Book 
House,  Charlottesville,  Virginia,  1939. 

Faunce  and  Nichols,  SECRETARIAL  EFFICIENCY.  McGraw-Hill,  New 
York,  1939. 

Fosdick,  Harry  E.,  ON  BEING  A  REAL  PERSON.  Harper  &  Bros.,  New 
York,  1943. 

Link,  Henry  C.,  RETURN  TO  RELIGION.  Macmillan  Co.,  New  York,  1936. 
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Marsh,  Hattie  M.,  BUILDING  YOUR  PERSONALITY.  Prentice-Hall,  Inc. 
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Maule,  Frances,  THE  ROAD  TO  ANYWHERE.  Funk  &  Wagnalls  Co.,  New 
York,  1939. 

Scheinfeld,  Amram,  WOMEN  AND  MEN.  Harcourt,  Brace  &  Co.,  New  York, 
1943. 

Scott,  Louise  H.,  HOW  TO  BE  A  SUCCESSFUL  SECRETARY.  Harper  t 
Bros.,  1937. 

Torson,  Gladys,  ASK  MY  SECRETARY.  Greenberg,  New  York,  1940. 

Secretarial  Techniques 

Beamer  and  Plimpton,  EFFECTIVE  SECRETARIAL  PRACTICES.  South 
western  Pub.  Co.,  Chicago,  1994. 

Doutt,  SECRETARIAL  SCIENCE.  Richard  D.  Irwin,  Inc.,  Chicago,  1942. 

Frenald,  J.  C.,  ENGLISH  SYNONYMS  AND  ANTONYMS.  Funk  &  Wag 
nails.  New  York,  1914. 

Gregg,  John  R.,  THE  PRIVATE  SECRETARY.  Gregg  Pub.  Co.,  Chicago,  1944. 

Hutchinson,  Lois,  STANDARD  HANDBOOK  FOR  SECRETARIES.  McGraw- 
Hill,  New  York,  1941.  i 

New  York  World  Telegram  (Publisher)  WORLD  ALMANAC.  New  York,  1945. 

Taintor  and  Monro,  THE  SECRETARY’S  HANDBOOK.  Macmillan  Co.,  New 
York,  1941. 

Wanous,  S.  J.,  THE  SECRETARY’S  BOOK.  Ronald  Press,  New  York,  1936. 

Wikdall,  Thompson,  and  Keenly,  THE  TRAINING  OF  A  SECRETARY. 
American  Book  Co.,  New  York,  1938. 

Public  and  Adult  Relations 

Farley,  B.  M.,  SCHOOL  PUBLICITY.  Stanford  University  Press,  Palo  Alto 
California,  1934. 

Farley,  B.  M.,  WHAT  TO  TELL  THE  PEOPLE  ABOUT  THE  PUBLIC 
SCHOOL.  Bureau  of  Publications,  Teachers  College,  Columbia  University 
New  York,  1929. 

Fine,  Benjamin,  EDUCATIONAL  PUBLICITY.  Harper  &  Bros.,  New  York 
1943. 

Grinnell,  J.  Earl,  INTERPRETING  THE  PUBLIC  SCHOOL,  McGraw-Hill 
1937. 

Moehlman,  A.  B.,  PUBLIC  SCHOOL  RELATIONS,  Rand-McNally,  1927. 

N.  E.  A.,  Department  of  Superintendence,  INTERPRETING  THE  SCHOOLS 
TO  THE  PUBLIC.  Official  Report,  Cleveland,  Ohio,  1934. 

Reeder,  Ward  G.,  AN  INTRODUCTION  TO  PUBLIC  SCHOOL  RELATIONS. 
Macmillan  Co.,  1937. 


ONE  OF  NEW  YORK’S  OUTSTANDING  HOTEL  VALUES  OFFERS: 

Old  Fashioned  Hospitality . .  for  Modern  School  Secretaries 

The  Park  Chambers  has  that  pleasant,  non-commercial  atmosphere  which  makes  it  a  favorite 
wi^  school  secretaries,  teasers  and  administrators.  When  in  New  York  stay  at  this  friendly 
hotel  and  enjoy  olc-f iishioned  hospitality  in  h  modern  setting. 

WITHIN  THE  HUB  YET  OUT  OF  THE  HUBBUB  . .  . 

Attractively  furnished  rooms  from  l^i.OO  single  $4.00  double.  Ownership-Management. 
Write  Dept.  NSS  for  reservations  and  a  free  “Guide-Map”  of  New  York. 

HOTEL  Park  Chambers 


Avenue  of  the  Americas  at  58th  St.,  New  York 


A.  D’ARCY,  MANAGER 


When  dealing  with  our  advertiaera,  pleaae  mention  the  National  Secretary 
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BECKLEV-IAtDV 


of  School 
Equipmont  and  Supplit 


Amen4ca'4> 
Mo^  PofuUa/i 
^^Sokooi" 
Book! 


Saves  Time,  Money  and 
Energy  for  School  Buyers 

The  Beckley-Cardy  Buyers’  Guide  o«n- 
tains  everythiiiK  for  every  school  need. 
It  presents  over  6000  school  items  .  .  . 
described,  illustrated  and  indexed  ...  to 
make  selection  and  ordering  easy.  Save 
time  and  money  by  consulting  this  guide 
fre<iuently  and  ordering  from  Beckley- 
Cardy  .  .  .  famous  for  almost  40  years 
.  .  .  for  dependable  service  and  extra 
value. 

//  you  Have  Not  Received  Buyers’  Guide 
No.  SO  Write  for  Your  Copy  Today. 


BECKLEY-CARDY  COMPANY,  1632  Indiana  Avenue,  Chicago 


BRYANT  TEACHERS  BUREAU 

711-13  Witherspoon  Building  Walnut  and  Juniper  Streets 

PHILADELPHIA  7,  PA. 

List  Vacancies  Early  far  Well  Qualified  Teachers 

I  Myrton  A.  Bryant — Administrative  and  Academic 
Co-Managers  !  Thomas  B.  R.  Bryant— Vocational  and  Elementary 
I  Wilmer  D.  Greulich— College  and  University 

Member  National  Association  of  Teachers  Agencies 


^  "'Quickly  Pays  for  Itself” 

\  : '  Clean,  black  notes  made  with  sharpened 

^  pencils  save  eyes  —  save  time  —  prevent 

r  costly  mistakes.  That’s  why  many  offices 

T  ®  now  have  an  Automatic  Pencil  Sharpener 

1  on  every  desk  .  .  .  Automatic  CUTTERS 

jj .  — deeply  undercut  for  free  shavings  flow 

’ll  — offer  years  of  quick,  efficient  service. 

Pencil  stop  feature  saves  pencils. . . 

Automatic  PENCIL  SHARPENER 

Made  by  SPENGI.ER  LOOMIS  MANUFACTURING  COMPANY,  Chicago,  2 
When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


1946 !  How  brand 
new  and  strange 
those  figures  look 
now!  And  how  old 
and  familiar 
they’ll  be  when 
the  6  changes  to 
7.  This  new  year 
brings  pictures  of 
new  and  strange 
events  but  it, 
more  than  any  year  I  can  remember 
well,  brings  with  it  an  inclination  to 
remember  and  long  for  the  old  familiar 
things  of  pre-war  years.  We  anticipate 
the  advent  of  new  developments  and  we 
also  long  for  the  return  of  the  old,  long- 
missed  articles,  beliefs,  and  abilities  to 
do  things.  It’s  the  reconversion  year. 

“Reconversion”  has  come  to  be  a  trite 
and  abused  word.  It  is  not  to  be  found 
in  my  collegiate  dictionary  so  I’m  going 
to  make  my  own  definition.  Instead  of 
thinking  of  it  as  a  turning  or  changing 
h(uk.  I’m  going  to  think  of  it  as  a  trans¬ 
formation  again — a  reaffirmation  of  our 
faith  and  beliefs.  In  this  way  recon¬ 
version  will  not  be  a  dull  wishing  for  a 
return  of  the  old  order  but  an  eager, 
enthusiastic  effort  to  establish  a  new 
order  based  on  the  good  of  the  old. 

And  that,  my  good  secretaries,  means 
a  renewed  effort  to  make  our  organiza¬ 
tion  a  vital,  effective  one  again,  after 
the  devitalizing  effects  of  the  war  period. 
It  means  converting  ourselves  again  to 
belief  in  the  association  and  a  dedication 
of  our  efforts  to  making  it  an  inspiring 
and  inspired  professional  group. 


Not  much  news  lately  from  local  asso¬ 
ciations.  Even  some  of  the  old  stand¬ 
bys  have  neglected  me.  Must  be  the 
Christmas  doldrums.  But — and  this  is 
good — a  brand  new  newssheet  has  come 
to  me  from  Pittsburgh  and  the  news 
from  Ames,  Iowa,  that  the  state  associa¬ 
tion  has  met  again  after  three  years  of 
non-meeting. 


Anne  J.  Critchlow 


“The  Secretarial  Association  of  Iowa 
Public  Schools  held  its  first  annual  meet¬ 
ing  in  three  years  at  the  Senior  High 
School  building  in  Ames,  on  Saturday,. 
November  3.  Forty-five  public  school 
clerical  workers  gathered  for  the  meet¬ 
ing  which  began  with  registration  at  10 
o’clock  and  continued  throughout  the  day. 

“Superintendent  Marvin  T.  Nodland 
of  Ames  brought  a  word  of  welcome  to 
the  group  and  commended  the  secretaries 
for  the  splendid  work  they  are  doing  in 
school  offices  all  over  the  state  and 
nation. 

“Mrs.  Grayce  Elliott  of  Ames,  president 
of  the  association,  presided  at  the  busi¬ 
ness  meeting  at  which  time  reports  of 
committee  chairmen  were  heard  and  the 
nominating  committee  presented  the  bal¬ 
lot  for  officers  for  the  coming  year. 

“Following  a  delicious  luncheon  served 
in  the  school  cafeteria,  the  afternoon 
session  opened  with  a  talk  by  Frank  B. 
Howell,  Secretary  of  the  Ames  Board  of 
Education,  who  spoke  to  the  group  on 
‘Our  Benefits  Under  the  Iowa  Old  Age 
and  Survivors  Insurance  System.’  A  re¬ 
port  was  given  by  Agnes  Hansen  of 
Cedar  Falls  who  attended  the  Columbia 
Workshop,  and  Wilda  Johnson  of  Perry 
May  I  remind  you  to  send  your  news  reported  on  her  attendance  at  the  Con¬ 
ference  for  School  Secretaries  at  North- 
Your  Listening  Reporter.  western  University. 
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“A  period  of  group  discussions  con* 
earning  problems  of  interest  to  school 
secretaries  was  followed  by  a  short  busi¬ 
ness  meeting  and  installation  of  the  fol¬ 
lowing  officers  for  the  coming  year; 

Frances  McFall,  President  (Cedar 
Rapids) 

Agnes  Hansen,  Vice  President  (Cedar 
Rapids) 

Clair  Jones,  Secretary  (Ottumwa) 

Wilda  Johnson,  Treasurer  (Perry) 

“We  plan  to  meet  in  Des  Moines  on 
February  2,  the  same  time  as  the  Iowa 
State  Education  Association  convenes, 
and  in  the  meantime  are  working  to  in¬ 
crease  our  membership  in  the  associa- 

'  — Grayce  Elliott. 

*  *  * 


Accompanying  the  report  d^-  the  Ames 
convention  was  a  most  intriguing  folder 
containing  the  menu  and  some  original 
songs.  The  folder  was  labeled  “The 
Fair  Secs”!  Oh  why  didn’t  I  think  of 
that!  ,  ^  , 

Betty  Zimmerman  brought  me  cheer 
at  Christmas  time  by  suggesting  that 
the  executive  board  meeting  might  pos¬ 
sibly  be  held  on  the  West  coast  next 
year!  That  was  last  year  she  said  that, 
of  course.  Hope  she  wasn’t  just  trying 
to  make  my  Christmas  merrier. 

*  *  * 

Grace  Holt  sent  word  that  her  Okla¬ 
homa  chairman  has  28  members,  com¬ 
pared  to  4  last  year!  That  is  a  little  bit 
of  Okay  and  oil-right.  I’d  say! 

Word  has  also  come  that  Grace  has 
received  honorable  mention  in  another 
contest!  Why  don’t  you  get  Ralph  Ed¬ 
wards  to  take  his  show  to  Phoenix, 
Grace?  Am  sure  you’d  tell  him  who  Mr. 
Hush  is  and  we’d  hear  that  you  were 
week-ending  at  the  Waldorf  swathed  in 
fur  coats  and  nylons.  Oh  yes,  this  time 
it  was  a  letter  setting  forth  what  we  ex¬ 
pect  of  the  post-war  world.  The  Women’s 
Institute  of  Audience  Reactions  gave  the 
contest.  ,  *  ♦ 

The  Columbia  Workshop  stimulated 
similar  activities  on  the  part  of  secre¬ 
taries  in  all  sections  of  the  country.  Girls 


who  attended  the  workshop  have  made 
reports  to  their  home  groups  and  whis¬ 
perings  have  come  that  those  same  home 
groups  are  mulling  over  the  idea  of  insti¬ 
tuting  workshops  of  their  own.  The 
Los  Angeles  Secretarial  Association 
NEWSLETTER  suggests  “a  workshop 
for  secretaries  on  the  level  of  positions 
in  the  Los  Angeles  system  should  pro¬ 
vide  a  most  interesting  challenge  to  our 
in-service  training  advocates.”  Los  An¬ 
geles  secondary  and  elementary  school 
secretaries  are  also  working  on  salary 
schedules  based  on  job  analyses.  The 
committees  are  composed  of  secretaries 
and  principals.  The  Personnel  Commis¬ 
sion  of  the  LACS  has  before  it  a  request 
for  a  classification  study  of  all  clerical 
positions  in  the  schools. 

On  December  19  the  annual  institute 
session  for  office  workers  of  the  Los 
Angeles  City  Schools  was  held.  Is  at¬ 
tendance  at  this  institute  compulsory, 
Dora?  «  «  • 

Oak  Park,  Illinois,  and  especially, 
Edna  Atkinson’s  culinary  craftsman¬ 
ship,  are  something  I  gotta  see!  Appar¬ 
ently  it  is  the  place  to  head  for  when 
the  train  stops  in  Chicago.  Edna — or 
her  friends — call  her  home  “Dew  Drop 
Inn.”  Don’t  be  frightened,  Edna,  I  don’t 
think  anyone  reads  this  column  so  you 
won’t  be  overwhelmed  with  unexpected 
dropper-inners  although  I  know  you’d 
make  them  welcome. 

«  *  « 

“A  large  percentage  of  the  members  in 
the  Illinois  Association  of  School  Secre¬ 
taries  was  represented  at  the  fifth  anni¬ 
versary  conference  held  at  the  Hotel 
Sherman,  in  Chicago,  on  November  2, 
3,  and  4. 

“Miss  Eleanor  Boynton,  State  Presi¬ 
dent,  of  LaGrange,  presided  at  the  busi¬ 
ness  meeting. 

“The  secretaries  visited  the  branch 
office  of  the  A.  B.  Dick  Company,  where 
they  received  information  on  office  tech¬ 
niques.  Miss  Lois  Corbell  introduced 
Miss  Florence  Ray,  who  instructed  the 
group  on  mimeographing  procedures. 
Their  courtesies  were  well  appreciated. 
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“At  the  discussion  group  meeting  on 
Saturday  afternoon,  many  school  dis¬ 
tricts  received  valuable  information  on 
the  subject  of  school  law  and  finance. 
Mr.  Amos  H.  Watts,  law  consultant  from 
Chapman  and  Cutler,  Chicago,  was  the 
speaker. 

“Dinners  were  served  at  the  Hoe-Sai- 
Gai,  Chinese  restaurant,  and  Huyler’s 
College  Room.  The  group  attended  the 
play  “The  Two  Mrs.  Carrolls”  at  the 
Great  Northern  Theatre. 

“The  spring  meeting  will  be  held  in 
Oak  Park,  Illinois,  on  April  26  and  27. 
Miss  Edna  Atkinson  and  Miss  Esther 
Sogge,  secretaries  in  the  schools  there, 
will  have  charge  of  the  conference.” 

To  insure  a  lively  discussion  of  prob¬ 
lems  pertinent  to  school  secretaries’ 
duties,  a  letter  was  sent  to  each  member 
of  the  Illinois  association  by  Lillian  C. 
Tucker,  chairman  of  the  Survey  Commit¬ 
tee,  asking  that  subjects  and  questions 
the  members  would  like  to  have  discussed 
be  sent  in  to  her  before  the  panel  dis¬ 
cussion.  These  requests  were  compiled 
for  the  speaker.  This  method  should  do 
away  with  those  horrible  pauses  that 
come  when  the  chairman  of  the  panel 
asks  if  there  are  any  questions  and  we’re 
all  too  self-conscious  to  speak  up. 

*  *  * 

Helen  R.  Nowrey,  Haddon  Heights 
Public  Schools,  Haddon  Heights,  New 
Jersey,  had  an  article  in  the  September, 
1945,  number  of  THE  SCHOOL  BOARD 
JOURNAL,  entitled  “The  School  Secre¬ 
tary — A  Busy  Young  Woman,”  as  re¬ 
printed  in  this  issue  of  our  magazine. 
A  letter  from  her  says  in  part:  “I  must 
admit  that  my  professional  activities 
have  been  sadly  neglected  during  the 
past  two  years  due  to  the  war,  but  pre¬ 
vious  to  that  time  I  was  a  member  of 
both  the  national  and  state  associations. 
1  am  planning  to  resume  membership  in 
both  organizations,  however,  for  they  are 
decidedly  worth  while!”  Another  mean¬ 
ing  for  ‘reconversion’.  Get  busy,  you 
Jerseyites!  *  *  ♦ 

KEYBOARD  KAPERS  is  the  name  of 
the  official  organ  of  the  Pittsburgh  School 


Secretaries  Association.  Its  editor  ii 
Mary  Patricia  Cleary.  Its  art  editor  ii 
Marie  A.  Skundrich  who  cuts  cute  capen 
all  over  the  sheet.  Its  staff  of  nine  re¬ 
porters  must  cut  capers  all  over  Pitts¬ 
burgh  for  the  sheet  is  full  of  news  of 
interest  to  the  association  members,  as 
well  as  to  others. 

One  item  of  interest  was  the  announce¬ 
ment  that  the  Kent  State  University 
Workshop  for  School  Secretaries  at 
Kent,  Ohio,  was  held  August  1,  2,  and  3, 
under  the  direction  of  Dean  John  L. 
Blair  of  Kent  State  University,  assisted 
by  Mildred  Earner,  President  of  the  Ohio 
Association  of  School  Secretaries.  Forty 
girls  attended  the  workshop.  Intensive 
general  and  group  discussions  under 
various  leaders  covered  the  following 
subjects:  Relationship  to  Business,  Edu¬ 
cational  Associates,  and  School  Finance, 
Responsibilities  in  Office  Procedure  and 
Management,  Understanding  School  Law, 
Problems  of  Administration  and  Public 
Relations,  The  Secretary’s  Place  in  the 
Educational  Program,  Advancement  of 
Professional  Status,  and  the  Future  of 
the  School  Secretaries. 

Another  item  of  interest  in  KEY¬ 
BOARD  KAPERS  was  the  report  of  the 
association’s  Christmas  activities: 

“Through  the  efforts  of  a  number  of 
the  girls  in  the  Secretaries  Association, 
the  philanthropic  committee  has  accumu¬ 
lated  approximately  $15.00  from  the  sale 
of  personal  labels  and  [)ost  cards.  With 
Christmas  in  the  offing,  we  are  antici¬ 
pating  some  additional  funds. 

“The  committee  is  also  planning  to 
have  each  girl  bring  with  her  to  the  next 
secretaries’  party  a  child’s  book.  These 
are  to  be  given  to  the  Municipal  Hos¬ 
pital  (so  please  make  your  choice  accord- 
i*iffly-)  After  seeing  the  joy  on  the 
faces  of  the  little  children  who  received 
your  dolls  and  reading  the  sweet  letters 
we  received  from  them,  I  know  you  will 
have  lots  of  fun  selecting  just  the  right 
book  and  get  a  real  thrill  out  of  sending 
it  to  them.” 

Miss  Laura  Lang,  the  “first  lady”  of 
the  executive  offices  of  the  Pittsburgh 
Board  of  Education,  retired  on  Decem- 
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ber  28.  Miss  Langr,  brisk,  efficient  and 
kindly,  won  her  title.  She  was  the  execu¬ 
tive  secretary  for  six  of  the  seven  city 
school  superintendents  and  one  of  the 
acting  superintendents.  Our  very  best 
wishes  go  to  Miss  Lang  for  happy  days 
ahead  in  doing  the  things  she  wishes 
to  do. 


THE  SCHOOL  SECRETARIES  ASSO¬ 
CIATION  OF  PHILADELPHIA 

We  want  you  to  shaire  with  us  one  of 
the  most  thrilling  experiences  we  have 
ever  had.  A  plan  for  something  new — 
a  secretary’s  area  in  the  1945  Philadel¬ 
phia  Public  Schools  Summer  Workshop 
was  evolved  by  Miss  Rebecca  Linden- 
berg,  president,  and  Miss  E.  Madeline 
Patton,  vice-president.  After  approval 
by  Dr.  MacMillan,  Associate  Superin¬ 
tendent  in  charge  of  Workshop  activi¬ 
ties,  the  plan  was  placed  into  operation 
under  the  title  “The  Secretary  and  the 
Educational  Program.”  Each  secretary 
who  attended  received  five  college  credits 
by  registering  at  the  University  of  Penn¬ 
sylvania  or  at  Temple  University.  The 
keen  judgment  and  careful  planning  on 
the  part  of  those  concerned  with  this 
new  area  resulted  in  a  stimulating  and 
helpful  program. 

The  discussion  at  the  first  meeting  of 
the  summer  group  set  the  organization 
of  an  IN-SERVICE  TRAINING  PRO¬ 
GRAM  FOR  SECRETARIES  as  our 
goal.  With  the  impetus  of  such  a  pro¬ 
gram,  our  enthusiasm  knew  no  bounds. 
Everyone  was  imbued  with  the  same  idea 
and  harmony  abounded.  Everyone  con¬ 
tributed  to  the  best  of  her  ability.  Our 
complete  unity  resulted  in  a  splendid 
contribution  to  the  professional  standing 
of  the  school  secretary. 

Each  day  was  filled  with  bright  and 
shining  experiences;  something  new  and 
wonderful  to  hear,  something  new  and 
wonderful  to  remember.  The  Workshop 
gave  secretaries  answers  to  some  press¬ 
ing  questions,  opened  new  vistas  of 
learning,  and  created  desires  for  future 
activities.  It  provided  opportunity  for 
genuine  self-appraisal  as  well  as  diverse 
forms  of  relaxation. 


We  had  excellent  consultants.  In  Eng¬ 
lish,  Mr.  Bertram  L.  Lutton,  Special 
Assistant,  with  his  keen  insight  into 
that  marvelous  field  of  language,  in¬ 
trigued  us  with  his  METHODS  OF 
LANGUAGE  IMPROVEMENT.  We  all 
realized,  more  than  ever  before,  the  ad¬ 
vantages  of  a  large  and  versatile  vocabu¬ 
lary,  the  beauty  of  words,  and  the  im¬ 
portance  of  knowing  how  to  use  them 
properly. 

Miss  Edna  Sterling  Supervisor  of 
Language  Arts  in  the  public  schools  of 
Seattle,  Washington,  discussed  grammar 
and  punctuation. 

Mr.  D.  Willard  Zahn,  Su|)erintendent 
of  District  One,  talked  to  us  on  the  atti¬ 
tude  of  the  receptionist  as  to  its  impor¬ 
tance  not  only  toward  the  school  per¬ 
sonnel  but  in  our  contacts  with  parents 
and  others.  At  another  time  he  dis¬ 
cussed  at  length  THE  TECHNIQUES 
OF  THE  INTERVIEW. 

Dr.  Hertha  Tarrasch,  who  is  a  special¬ 
ist  on  voice  culture,  gave  us  five  lessons 
in  voice  control.  She  showed  us  how  to 
breathe  properly  in  order  to  speak  prop¬ 
erly,  to  have  the  proper  tones  and  to 
have  proper  enunciations. 

Dr.  Albert  A.  Owens,  Director  of  the 
Division  of  School  Extension,  consulted 
with  us  on  the  mechanical  aspects  of  our 
IN-SERVICE  COURSE  and  gave  us 
some  valuable  information. 

Dr.  Kindred,  Professor  of  Education, 
Temple  University,  discussed  with  us  the 
topic  The  School  Secretary  as  a  factor 
in  good  school  community  relations.  His 
conclusions  were  that  the  secretary 
should  be  able  to  cultivate  confidence, 
goodwill,  and  have  the  support  of  the 
general  public.  This  can  only  be  done 
by  the  possession  of  courtesy,  tact,  effi¬ 
ciency,  dignity,  and  warmth  on  the  part 
of  the  secretary. 

The  Board  of  Education  also  called  in 
the  John  Robert  Powers  Charm  School 
and  we  profited  greatly  by  three  lectures 
on  STYLING,  COMPORTMENT  and  on 
MAKE  DOWN. 

To  sum  up  our  experience  in  this  July 
of  1945  with  the  cultural  background  of 
good  English,  with  the  spiritual  help  in 
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the  fields  of  proper  attitudes  toward 
proper  thing^s,  with  the  lessons  in  perfect 
grooming  and  with  a  definite  idea  of  our 
relationship  as  secretaries  in  our  school 
and  community,  a  finer,  more  gracious 
and  sympathetic  individual  will  emerge. 

“A  very  comprehensive  diary  was  kept 
by  Mrs.  Ida  Kirkel,  a  Secretary  Work- 
shopper,  and  she  was  good  enough  to 
mimeograph  a  number  of  extra  copies. 
We  will  be  glad  to  send  you  one  if  you 
will  write  to  Rea  Lindenberg,  Room  302, 
Administration  Building,  Parkway  at 
21st  Street,  Philadelphia  3,  Pa.” 

«  *  * 

A  very  attractive  newsheet,  gaily  deco¬ 
rated  with  pictures,  was  sent  to  the 
members  of  the  Pennsylvania  State  As¬ 
sociation  of  School  Secretaries  in  No¬ 
vember  by  its  president,  Ann  G.  Kohute 
of  Dickson  City.  In  it  attention  was 
called  to  the  eighth  annual  meeting  of 
the  organization  to  be  held  in  the  Penn- 
Harris  Hotel  in  Harrisburg  on  Thurs¬ 
day,  December  27,  at  which  time  officers 
would  be  elected  and  amendments  to  the 
constitution  considered.  A  column  called 
"Miss  Chitt  and  Miss  Chatt”  gave  the 
latest  news  items  about  members  and 
organizations  in  various  parts  of  the 
state. 

«  «  * 

I  ran  across  an  article  in  the  Dicta¬ 
phone  Educational  Forum  for  March 
1945.  It’s  titled  “Getting  a  Job — Your 
Personal  Appearance”  but  it’s  good  if 
you  have  a  job. 

«  *  • 

The  Secretarial  Association  of  the 
Public  Schools  of  the  District  of  Colum¬ 
bia  held  their  first  dinner  meeting  of  the 
new  year  in  the  Fairfax  Hotel  on  Janu¬ 
ary  23.  Their  very  attractive  mimeo¬ 
graphed  news  bulletin  has  a  new  editor 
— Julia  C.  Turnbull.  Grace  Robinson, 
the  former  editor,  found  it  necessary  to 
relinquish  her  duties  because  of  added 
responsibility  in  her  school  work.  Their 
latest  bulletin  contains,  in  addition  to  a 
very  serious  article  on  “That  Problem¬ 
atical  Pay  Day”,  news  of  interest  about 
their  present  and  former  members.  Good 


Luck  to  you,  Julia  Turnbull,  in  your  job 
as  Editor! 


PRAYER 

Lord,  make  me  an  instrument  of  ■ 
your  peace! 

Where  there  is  hatred,  let  me  sow 
love. 

Where  there  is  injury,  let  me  sow 
pardon. 

Where  there  is  doubt,  let  me  sow 
faith. 

Where  there  is  despair,  let  me  sow 
hope. 

Where  there  is  darkness,  let  me  sow 
light. 

Where  there  is  sadness,  let  me  sow 
joy. 

0  Divine  Master,  grant  that  I  may 
not  so  much  seek 

To  be  consoled  as  to  console. 

To  be  understood  as  to  understand, 

To  be  loved  as  to  love. 

For 

It  is  in  giving  that  we  receive. 

It  is  in  pardoning  that  we  are  par¬ 
doned. 

It  is  in  dying  that  we  are  born  to 
eternal  life. 

— St.  Francis  of  Assisi. 


Boss:  “Do  you  believe  In  life  after 
death?” 

Office  Boy:  “Yes,  sir.” 

Boss:  “Then  everything  is  in  order. 
.4fter  you  had  gone  for  the  afternoon 
yesterday  to  bury  your  Grandfather,  he 
came  in  here  to  see  you.” 


A  lad  from  Brooklyn  turned  up  in  a 
mess  line  in  a  Texas  camp,  holding  the 
rattles  from  a  rattlesnake. 

“Where’d  you  get  ’em?”  a  K.P.  asked. 

“Off  a  big  woim,”  answered  the  big 
city  soldier. 

Lieutenant  (in  a  rage) :  “Who  told 
you  to  put  fiowers  on  the  colonel’s  desk?” 

Orderly:  “The  colonel,  sir.” 

Lieutenant:  “Pretty,  ain’t  they?” 


job 


Modern  Heath  Texts  for  Modern  Classes 

Elsta  Ross  Stuart 

STUART  TYPING,  SECOND  EDITION 

Forkner,  Osborne,  and  O’Brien 

CORRELATED  DICTATION  AND  TRANSCRIPTION 

Bliss  and  Rowe 

EVERYDAY  LAW 

Kanzer  and  Schaaf 

ESSENTIALS  OF  BUSINESS  ARITHMETIC 

Rice,  Dodd,  and  Cosgrove 

FIRST  PRINCIPLES  OF  BUSINESS 

D.  C.  HEATH  and  COMPANY 

180  Varick  Street,  New  York  City 


gANFORD’S 


Almost  a  Century  of  PROVEN 
PERFORMANCE  provides  an 
unanswerable  argument  for 
the  Permanence  « 

and  depend- 
ability  of  Im 

Sanford’s 
BLUE  BLACK 
FOUNTAIN  ■■■ 
PEN  INK 


The  import- 
ance  o  f  your 

Go  to  your  STATIONER 
SANFORD  INK  CO. 

CHICAGO  NEW  YORK 


PIONAIRING 


utitU  NESBITT 


Horace  Mann,  pioneer  in  education, 
would  have  felt  a  bond  of  kinship  with 
the  pioneers  in  schoolroom  comfort,  John 
J.  Nesbitt,  originators  of 

SYNCRETIZED  AIR 

Syncretizer  Heating  and  Ventilating 
Units  in  America’s  schools  bring  to  pupil, 
to  teacher  and  to  school  executive  “Per¬ 
petual  June.’’ 

MaH44^aci4€hmd 

JOHN  J.  NESBITT,  INC. 

Holmesburg,  Philadelphia  36,  Pa. 


When  denting  with  our  advertisers,  please  mention  the  National  Secretary 
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A  SMILE! 

A  little  boy  looked  up  at  me 
And  gave  me  a  toothless  smile. 

The  smile  was  contented,  happy 
and  free 

And  in  it  there  was  no  guile. 

A  girl  and  a  man  were  saying  good¬ 
bye 

He  was  dressed  in  navy  blue. 

They  smiled  at  each  other  and  the 
smile  was  a  tie 

That  would  keep  them  all  life 
through. 

I  sat  beside  a  very  old  man 

The  sands  of  his  life  almost 
spent. 

But  his  smile  was  the  smile  of  his 
whole  life’s  span 
It  held  courage  and  his  brow  was 
unbent. 

A  smile  is  such  a  little  thing 
Yet  it  can  be  so  strong. 

It  can  bring  the  tears  or  make  you 
sing; 

With  a  smile,  life  can  not  go 
wrong.  —Jerry. 


DISCOURTEOUS  FRIENDS 

Walter  Pitkin  shocked  us  in  a  recent 
talk  of  his  by  telling  us  that  what  we 
really  need  are  a  few  discourteous 
friends. 

He’s  absolutely  right!  The  friend  who 
tells  us  our  new  neck-tie  is  beautiful 
when  he  thinks  it’s  terrible;  who  says 
our  speech  was  “marvelous,”  when  he 
actually  slept  through  most  of  it,  and 
who  in  every  way  is  so  kind  that  he 
never  tells  us  the  truth,  may  win  our 
love,  but  he  never  helps  us  any. 

If  a  man  is  going  to  grow  he  needs 
someone  to  coach  him  on  the  sidelines; 
someone  to  act  as  a  mirror  in  which  he 
can  see  himself  as  others  see  him.  With¬ 
out  someone  to  tell  him  the  truth  about 
his  mannerisms,  habits,  mistakes,  he  may 
go  marching  straight  to  disaster  with 
the  cheers  of  his  courteous  friends  ring¬ 
ing  in  his  ears. 

To  improve  yourself,  get  a  close  friend 
to  check  you.  Just  so  there  won’t  be  any 


hard  feelings  you  check  him  in  retun! 
Thus  you’ll  eliminate  the  bunk  and 
hokum  and  really  and  constructively  help 
each  other. 

Kindness  puts  us  to  sleep  with  the 
ether  of  self-satisfaction.  Criticism  may 
be  hard  medicine  to  take,  but  it  achievei 
the  opposite  result.  It  wakes  a  man  up! 


WHAT  MAKES  AN  OFFICE  GO 
By  Charles  G.  Reigner 
Baltimore,  Maryland 

Sometimes  I  stop  and  think,  “What 
makes  an  office  go?” 

It’s  not  the  polished  desk,  the  files  that 
stand  arow. 

It’s  not  the  sheets  and  forms  that  pass 
from  hand  to  hand 

Nor  yet  the  gadgets  and  machines— 1 
understand 

Full  well  it’s  not  the  things  that  make 
a  business  grow. 

An  office  is  the  men,  the  women,  girls 
and  boys 

Who  find  in  work  the  satisfaction  and 
the  joys 

That  always  flow  from  tasks  that  have 
a  common  end, 

111  which  the  minds  and  hands  of  many 
workers  blend 

In  friendly  sympathy  that  makes  for 
equipoise. 

An  office  is  a  way  to  earn  a  livelihood, 

But  with  an  attitude  of  helpfulness  it 
could 

Become  a  way  of  cheery,  human  fellow¬ 
ships. 

Un  days  when  tasks  come  thick  and  fast 
and  someone  slips. 

It  could  display  a  kindly  friendly  broth¬ 
erhood. 
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This  poor  old  world  is  filled  with  hate  b 
and  greed  today.  s 

Let’s  make  the  business  office  where  we  c 

work  for  pay 

A  place  for  happiness — a  pleasant,  sunny 

place  t 

Of  honest,  thoughtful  work  with  nothing  1 

mean  or  base —  i 

An  office  where  the  simple  virtues  hold 
full  sway. 
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lUST  IN  FUN 

A  city  fellow  was  trying  to  impress 
his  country  cousin,  so  he  said:  “Yester¬ 
day  we  taxied  to  the  country  club  and 
golfed  until  dark,  then  we  trolleyed  back 
to  town  and  danced  until  morn." 

But  the  farmer,  not  to  be  outdone, 
had  this  to  say:  “I  had  a  busy  day,  too, 
1  muled  to  the  corn  field  and  geehawed 
until  sundown.  Then  I  suppered  till 
dark,  and  piped  until  nine.  I  climbed 
the  stairs  and  bedsteaded  until  dawn, 
then  breakfasted  until  it  was  time  to  go 
muling  again." 


In  Scotland  a  doctor  who  was  conduct¬ 
ing  an  ambulance  class  asked  one  of  his 
pupils  what  he  would  do  if  he  came  upon 
a  man  lying  unconscious  by  the  roadside. 
“Gie  him  a  glass  of  whiskey,"  came  the 
reply. 

“But  if  he  couldn’t  swallow  a  glass  of 
whiskey,  what  then?” 

“Well,  I  wouldna  bother  wi’  him  any 
mair.  If  he’s  a  Scot  and  cannot  swallow 
a  glass  o’  whiskey — he’s  deid.’’ 


Lady-next-door — Little  boy,  I  need  a 
dozen  eggs  from  the  store,  could  you  go 
for  me? 

Little  Boy — No,  but  I  heard  Pa  say 
he  could. 


Two  men  who  had  traveled  were  com¬ 
paring  their  ideas  about  foreign  cities. 

“London,”  said  one,  “is  certainly  the 
foggiest  place  in  the  world." 

“Oh,  no,  it’s  not,"  said  the  other. 
“I’ve  been  in  a  place  much  foggier  than 
London.” 

“Where  was  that?”  asked  his  friend. 

“I  don’t  know  where  it  was,”  replied 
the  second  man,  “it  was  so  foggy.” 


“Bridget,  if  that’s  Mrs.  Gabber,  I’m 
not  in.” 

Bridget,  returning — “It  was  Mrs.  Gab¬ 
ber,  and  she  was  very  glad  to  hear  it.” 


It  had  rained  heavily  all  day  and  the 
camp  was  completely  fiooded.  Going  his 
rounds  just  before  “lights  out,”  the  ser¬ 
geant  caught  two  of  the  men  washing 
in  the  flood  water. 

“What  d’you  think  you  fellows  are 
doing?”  he  bawled  to  them.  His  voice 
brought  an  officer  to  the  scene. 

“What’s  the  trouble,  sergeant?”  he 
asked. 

“Why  these  dirty  bums  are  washing 
themselves  in  the  water  they’re  going  to 
sleep  in,”  was  the  disgusted  reply. 


In  Hollywood,  a  burglar  recently 
broke  into  a  perfume  store.  Among  the 
scents  he  took  were  “Follow  Me,”  “Es¬ 
cape”  and  “My  Alibi”. 


A  private  in  an  army  chapel  was  seen 
to  bow  slightly  whenever  the  name  of 
Satan  was  mentioned.  One  day  the  min¬ 
ister  met  him  and  asked  him  to  explain. 

“Well,”  replied  the  private,  “politeness 
costs  nothing — and  you  never  know.” 


.4  sergeant,  drilling  a  batch  of  re¬ 
cruits,  saw  that  one  of  them  was  march¬ 
ing  out  of  step.  Going  to  the  man  as 
they  marched,  he  said  sarcastically,  “Do 
you  know,  bud,  that  they  are  all  out  of 
step  except  you?” 

“What?”  asked  the  recruit  innocently. 

“I  said  they  are  all  out  of  step  except 
you!” 

“Well,”  was  the  retort,  “you’re  in 
charge,  you  tell  ’em.” 
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THE  FULLER  BRUSH  COMPANY 


Please  tear  out  and  mail 


E.  W.  Dower,  District  Manager 
J.  N.  Rasbach  Photo  Service 
207  Center  Bldg. 

Lansdowne,  Pa. 

Please  send  sample  package  for 
inspection.  (No  obligation.) 


NAME 

TITLE 

NAME  OF  SCHOOL 

SCHOOL 

ADDRESS 

STATE 

ENROLLMENT 

CRAYOLA,  the  standard  by  which  ather 
crayons  are  judged,  continues  to  lead  in 
quality  and  is  now  brought  forth  in  a  new 
package  with  an  attractive  color  combino- 
tion  of  worm  cream  and  blue  green. 

Our  Gold  Medal  school  art  materials  have 
been  known  for  their  superiority  for  over 
44  years  and  we  are  proud  to  say  that 
through  these  years  no  wox  crayon  has 
displaced  the  trade  name  CRAYOLA  I 


BINNEY  A  SMITH  CO. 

41  E.  42nd  Street 
New  York  17,  N.  Y. 


When  dealing  iinth  our  advertinere,  plea-ne  mention  the  National  Secretary 
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School 

Photog^raphy 


Qn^iAfola,  the  yA4i 
G4id  la4i  imond — 


with 


May  we  serve  you? 


There’s  a  reason 


Most  school  administrators 
report  larger  sales,  larger 
school  commissions,  and  much 
greater  parent  satisfaction 
with  photographs  by 


RASBACH 


Tests  have  proved  that  the 
famous  Fuller  fiber  broom 
will  out-wear  nix  common 
brooms  —  and  that  as  it 
does  wear  down  it  will  keep 
its  sweeping  edge  instead  of 
“heeling  over.** 

To  get  the  best  in  dura¬ 
bility  and  sweeping  effi¬ 
ciency*  buy  a  Puller. 

FOR  FULLER  SATISFACTION 
Floor  Srvihot  Wot  Mop« 

Scrub  Bruthot  Dry  Dusting  Mogi 
Oust  Brushot  Fiber  Brooms 
Wox  ond  Polish 

Semd  fta  0*taUf 


MEMBERSHIP 

By  Belle  S.  Kuehny,  Vice  President 
in  Charge  of  Membership 

Let’s  talk  about  MEMBERSHIP  in  our  organization — first,  to  those 
who  have  not  renewed  their  membership  for  this  year,  and  second,  to 
the  potential  new  members.  Now  that  the  war  is  over,  we  can  talk 
about  other  things  and  actually  DO  something  about  it. 

A  New  Year  has  started — let  us  be  mindful  that  it  will  mean  no 
more  or  less  than  what  we  make  of  it  each  day. 

If  you  have  not  renewed  your  membership  for  this  yeai*,  do  so  at 
once.  Make  it  among  the  first  “musts”  of  the  new  year! 

If  you  are  not  a  member  of  this  association  at  the  present  time, 
won’t  you  give  thought  to  the  meaning  of  having  a  recognized  profes¬ 
sional  association  representing  your  field  of  endeavor?  The  survival  of 
such  an  organization  can  only  be  assured  through  adequate  membership. 
This  is  your  organization,  and  every  school  clerk  and  secretary  has 
either  directly  or  indirectly  benefited  by  its  activity.  Don’t  let  the 
“other”  secretaries  carry  our  share  in  the  support  of  this  association — 
join  it  yourself!  Take  your  share  of  the  responsibility  in  it  by  becoming 
interested  in  its  aims  and  purposes,  by  paying  your  dues,  and  partici¬ 
pating  in  its  activities. 

If  you  are  a  member,  take  time  to  interest  other  eligible  non-mem¬ 
bers  in  your  school  system  to  join.  It  is  almost  an  impossible  feat  for 
the  National  officers  to  contact  all  local  and  state  groups  of  school  secre¬ 
taries.  This  is  a  tremendous  task  even  for  the  state  chairmen,  but  much 
could  be  accomplished  if  each  one  of  our  present  members  would  take 
it  upon  himself  or  herself  to  interest  others  who  are  eligible  for  mem¬ 
bership,  but  who,  for  some  reason,  have  never  joined.  If  this  were 
done,  our  membership  could  be  double  for  next  year! 

Use  the  form  below  to  secure  YOUR  share  of  NEW  members. 


NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 
Application  for  Membership 


Name:  (Mrs.,  Miss,  or  Mr.) . 

Name  of  School .  Address. 


City  .  State- 


Position  in  School  System: . 

Name  of  member  turning  in  this  new  application: 


(Nut  necessary  unless  you  wish  to  give  it.) 


(Forward  this  application,  with  one  dollar  for  annual  dues,  to  Edna  Atkinson, 
Treasurer,  Oak  Park  and  River  Forest  High  School,  Oak  Park,  Illinois.) 


